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CHAPTER I 
INTRODUCTION 
On September 1 7 ,  197 4 ,  The Board of Trustees of Kaskaskia 
College announced that the as�istant dean in charge of occupa­
tional education was resigning " effective immediately. " The 
assistant dean had been with the college for six years and had 
also served as chairperson for the vocational-technical depart­
ment. His duties, which largely encompassed the old director­
ship, were predominately assigned to this writer who received 
the title of division chairman of vocational-technical education. 
In August, 1 9 7 5 ,  he was appointed the Assistant Dean in charge 
of occupational education. 
The resigning dean left some reports, but the records of 
the past meetings were sparse. The occupational education 
division as a whole expressed surprise at his abrupt resignation. 
To be left suddenly without a spokesman or administrator is not 
a pleasant situation .  This writer was selected by the Board of 
Trustees to become the division chairman. He was requested to: 
re-establish confidence and goodwill, make sure that Kaskaskia 
College lives up to its one- and five-year plan, and carry out 
the designated responsibilities. Specifically, he was told to 
set up the auto body program and the industrial maintenance 
program. 
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Kaskaskia Community College i s  a small community college 
located near Centralia, Illinois. It serves a population that 
is largely farm and small-business oriented. Conservatism and 
pride are two accurate words to describe the attitude of the 
community. They are proud of the college, but they do not want 
it to become a leviathan. As a result, this writer was forced 
to evaluate his new position and formulate plans that would be 
conducive to an outstanding vocational technical program but 
would not run adverse to community opinion. 
With these priorities in mind, this writer has conscien­
tiously served as division chairman of vocational technical 
education and as assistant dean in charge of occupational educa­
tion. This paper is 'not meant as an evaluation of his efforts. 
It is a log of experiences in endeavors to plan and realize the 
formation of two new programs : auto body and industrial main­
tenance technology. This paper, by necessity, describes the 
steps into the deanship and the subsequent year as occupational 
education dean responsible for implementing auto body and indus­
trial maintenance technology. 
STATEMENT OF THE PROBLEM 
"A huge new coal mine is a reality. 111 
"The auto body program is hereby approved."2 
These two statement s--a headline from the largest newspaper 
lcentralia Sentinel. 
2Kaskaskia College Board Minutes, October 11, 1973. 
3 
in the college district and a mandate from the Kaskaskia College 
Board of Trustees shaped the direction of occupational education 
planning at the college. As an auto mechanics teacher, this 
writer was happy that the college district was going to receive 
more funds from a new mine, and it was enlightening to me that a 
much needed auto body program would be initiated. Many auto 
mechanics students and area automobile dealers had been re-
questing such a program. This writer was not personally in-
volved until the scene changed and he was hurriedly appointed 
department chairman, then assistant dean in charge of occupa-
tional education. 
Thus, this study is the real formulation of two programs 
for Kaskaskia College : 
A. To develop and implement an auto body program. 
B. To develop and implement an industrial maintenance 
program, with special emphasis on coal mining 
technology. 
C. To recommend future plans. 
4 
SIGNIFICANCE OF THE PROBLEM 
According to the job description for both department chair­
man 'and assistant dean in charge of occupational education, 
there are many duties and responsibilities. I was entrusted to 
promote, organize, and coordinate programs, assist in developing 
curriculum, schedule classes,· act as a liaison, and stimulate 
improvement of instruction, to name just a few. This paper will 
discuss the duties of the position, with special emphasis on the 
two new programs. 
This paper serves as the plan for implementation of the two 
programs that I have been told to start. The paper serves a 
very real purpose ; it is the "real-life" conception and inception 
of the auto body and industrial maintenance programs. A mandate 
has been given. This writer has ''inherited" that directive, and 
it is my task to put it into reality. Two new programs hang in 
the balance--it is my job to "get them going. " Consequently, 
this paper is very important to me, personally and profession­
ally, but, more important, to the future of Kaskaskia Community 
College. 
CHAPTER I I  
LOG OF FIELD EXPERIENCES AS DIVISION CHAIRMAN 
OF OCCUPATIONAL EDUCATION AT KASKASKIA COLLEGE 
AS THE IMPLEMENTOR OF THE TWO NEW PROGRAMS 
September 17, 1974 
The administration of Kaskaskia College announced the 
assistant dean of occupational education has resigned. 3 The 
announcement stated the time as " immediately". 
September 20, 1974 
This was the Assistant Dean 's last day on campus. His 
duties hacr not as yet, been assigned to anyone. He told each 
staff member "good-by" individually and did not mention circum­
stances, his successor, or accessibility of records. He had 
been paid for his full year ' s  contract, so the administration 
announced that the position would not be filled during the 
present school year. I t  was hinted that there would be a new 
division chairman named. 
October 3, 1974 
The division of occupational education seemed to be in a 
state of limbo. No one was given the authority to move ahead 
3centralia Sentinel, September 25, 1974, p. 16 . 
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or to take responsibility for leadership of the division. On 
this date, each instructor in the divi sion was summoned to an 
individual conference with Dean Bolerjack and President Searby. 
Each person was specifically asked: Which way shall we go? 
Whom would you recommend as division chairman? Could you 
function as a division chairman? Would you accept if you were 
asked to be division chairman? What would you do in that 
capacity? 
October 10, 1974 
The Board of Trustees met at 7:30 p. m. It was recommended 
by Dr. Searby that Richard Yandell be named as division chairman 
of occupational education. Due to a Board Policy which states 
that no action on personnel matters can be taken for thirty days 
. 
after recommendation, no motion could be executed. 
For the next thirty days, I continued my teaching assign-
ment in automotive technology and tried to acquaint myself more 
thoroughly with all departments in the division: automotive, 
agriculture, electronics, dental assisting, cosmetology, air 
conditioning and refrigeration, welding, machine tool technology, 
drafting, business education, operating room technology, petro­
leum marketing, and data processing. 4 
Reviewing the curricula and syllabi, talking to teachers, 
meeting with students enrolled, and reading minutes of each 
Advisory Committee were some of the means I chose to learn more 
about the division of occupational education. 
4Kaskaskia College, One and Five Year Plan, Occupational 
Education. 
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Industries, also, received much attention during this 
interim. In my previous year of teaching automotive technology, 
I visited these dealerships in the area: 
Centralia 
Bill Rick Ford and Volkswagen 
Bill Akins Pontiac 
Car City Datsun 
Langenfeld Plymouth Chrysler 
Meier Chevrolet 
Jim Wrape Buick 
Jennings Dodge 
Nashville 
Holzhauer A.M.C. and Oldsmobile 
Moedahl Ford 
Chrysler-Plymouth 
Kirpchefer Chevrolet-Buick 
Salem 
Hotze Ford 
Holsapple Ghevrolet 
Carlyle 
-Mount Motors 
Wiegman Ford 
Siever Dodge 
Farina 
Engel Ford 
Breese 
Dorries Ford 
Radley Chevrolet 
Germantown 
Jantzen Chevrolet 
Okawville 
Streator Chevrolet 
Irvington 
Irvington Motors 
Trenton 
Trenton Motors 
In anticipation of the new position, I started visiting 
the major industries of the area during the remainder of October 
8 
and the first two weeks of November. Centralia Cartage, 
Fowler, Strato-Span, Vandalia State Farm, Bettendorf-Stanford, 
and Watwood and Pyle are industries that I selected. Their 
; 
locations were scattered, and their products are diverse 
enough to present an overview of community industrial needs 
and expectations. 
October 29, 1974 
Advisory Board Meeting of Automot ive Technology. Those 
present included :  
Bill Akins 
Ora Black 
Clyde Dorries 
Alan Holzhauer 
Edward Meier 
Roger Michael 
Mr. Slack called the meeting to order. Recommendations 
were made as follows: 
1. An auto body course is needed. They had not been told 
it had already been approved. 
2. More night classes in automotive technology should be 
offered. 
3. All members congratulated me and wished me success in 
the recommended position. 
November 14, 1974 
At the board meeting, I was unanimously appointed as chair-
man of the occupational education division at Kaskaskia College 
and as acting assistant dean of occupational education, with the 
following responsibilities: 
a. Promotes, organizes ,  coordinates, and develops the 
9 
program of respective division in cooperation with 
the Dean of Instruction. 
b. Assists in the development of the total curriculum 
as a member of the Curriculum Committee. 
c. Develops, with the Dean of Instruction, recommenda­
tions for staff changes and additions within this 
division. 
d. Recommends the schedule of classes within his division. 
e. Acts as a liaison between the Dean of Instruction and 
the instructor. 
f. Assists in the development of college policies in his 
capacity as a member of the Curriculum Committee. 
g. Assists in the preparation of catalog material for 
his division at the request of the Dean of Instruction. 
h. Assists in the selection of textbooks and recommends 
approval of same. 
i. Stimulates ways and means for the improvement of 
instruction within his division. 
j. Assists in organizing advisory committees. 
k. Holds necessary divisional meetings and informs the 
Dean of Instruction when any administrative action is 
needed as a result of those meetings. 
1. Works with instructors in his division in curriculum 
construction, course outlines, and reading lists. 
m. Recommends and/or screening of students in classes or 
programs as need arises. 
n. Develops and submits annually a budget for the operation 
of the division in cooperation with the Dean of 
Instruction. 
o. Evaluates those academic and nonacademic experiences 
which are related to teaching proficiency as they may 
pertain to credit on the salary schedule. 
p. Maintains office hours to assist faculty and students. 
q. Represents the College and the division at local and 
area meetings as asked by administrative staff. 
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r.  Mediates any disputes within the division. 
s .  Recommends travel budgets and approves all travel 
for members of his divis ion. 
t. Attends conferences, reads professional journals, 
and informs other divis ional members of new 
developments in the field. 5 
Also, the board directed me to start planning a course for 
coal mining technology. 
November 15, 1974 
I met with the Dean and the President of the College to 
discuss the general direction of occupational education. Plans 
for ending the fall semester, the spring schedule, grading 
policies, and staff relationships were considered. The Board 
approved the auto body program in the October 11, 1973, board 
meeting, and the Junior College Board approved it.on March 12, 
1974. Nothing has been done toward the implementation, and 
the Dean and President are concerned. Also, the Monterey Coal 
Co�pany is actively recommending that the college open a program 
encompassing coal mini�g technology. 
November 16, 1974 
To abide by the decision of the College Board, I must 
implement a course in auto body . I called Mr. Bob Wright and 
Mr. Harold Crippen, two men who were on the committee to seek 
the approval of such a program. It had been approved in the 
previous year, but its inception was not an actuality. 
5Kaskaskia College Handbook, 1974, pp. 59-60. 
1 1  
The Kaskaskia College Board also directed me to start 
planning a course for coal mining technology. For both of 
these programs, the need had been established before I became 
division chairman or assistant dean. My directive was to carry 
out the plans. The subsequent meetings and planning sessions 
for accomplishing that goal are as follows : 
November 20, 1 9 7 4  
This was the first division meeting over which I presided. 
Twenty-two instructors were present. Dean Bolerjack made a few 
introductory .statements and left. I was anxious to "get the 
division rolling " .  I told the staff that I was available for 
help and advice and to feel free to come in at any time. I 
congratulated them for their fine attitude and initiative. 
These announcements were made: 
1 .  Each staff member must submit a copy of an examination 
for each class that he teaches. 
2. Examination schedule was presented. 
3. Duties for closing the semester were reviewed. 
Suggestions and comments for future plans were solicited 
and considered. Morale was good, and an attitude of cooperation 
was apparent. 
December 3, 1 9 7 4  
Governor's Office of Manpower and Human Development, Spring-
field, Illinois, Advisory Committee on Coal Manpower Meeting. In 
attendance were: 
Myles Altimus, Peabody Coal Company 
Virgil Bolerjack, Kaskaskia College 
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Burton Bond, Jr. , Southern Illinois University-School 
of Technical Careers 
Jerry Dobrovolny , General Engineering, University of 
Illinois 
Russel R. Dutcher, Department of Geology, Southern 
Illinois University 
Rusty Glen , Illinois Energy Coordinators Office 
Ron Jarvis ,  Monterey Coal Company 
Davis Saunders, Southern Illinois University, School 
of Technical Careers 
Ray Searby, President, �askaskia College 
James S. Spencer, Illinois Eastern Community Colleges 
John J .  Swalec, Illinois Community College Board 
Joan L. Wills, Director, Governor's Office of Manpower 
and Human Development 
Richard Yandell, Kaskaskia College 
James Long, Staff 
Purposei Develop coal mining technology. 
Joan Wills, Director of the Governor's Office of Manpower 
and Human Development, chaired the meeting. She reviewed the 
first meeting of the Advisory Committee which also consisted of 
representatives from industry, labor, government, education, and 
training institutions. Jerry Dobrovolny was then elected 
chairman. 
Each representative stated his role and views. 
Southern I llinois University expects state funding for 
coal mining technology, July 1, 1975. 
Wabash Valley reported fifty-six full-time students and 
two hundred thirty-nine part-time students in their program . 
John Swalec reported that four community colleges -
Belleville, Kaskaskia, John A .  Logan, and Spoon River - are 
planning to develop local programs.  He emphasized a coordinated 
effort. 
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Dr. Searby stated that Kaskaskia College was prepared to 
develop a coal curriculum because Monterey Coal Company was 
developing a mine in the college district. 
I 
Ron Jarvis represented Monterey Coal Company and related 
plans to hire at least 552 people by mid-1976. At least ninety 
percent would be local residents. If Kaskaskia College could 
not train the workers, the company would do it. 
Myles Altimus of Peabody Coal anticipated increased pro-
duction in St . Clair and Gallatin Counties. 
These two men explained miner certification, all of which 
is now based upon experience. The entire advisory committee 
asked Mr. Eadie to recommend that education be counted toward 
certification. 
December 4, 1975 
The Dean and the President met with me to outline a sup-
porting program in coal. mining technology. It was decided to 
name the program industrial maintenance technology . 
December 5, 1975 
I was asked to be a member of the Kaskaskia College 
Speaker's Bureau. Emphasis of my speeches will be on the two 
newly proposed programs . 
January 15, 1975 
Rend Lake College. 
Meeting of the Southern Illinois Division of Junior Colleges 
for 1975-76 plans for occupational education. 
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These schools were represented: 
Southern Illinois University 
Rend Lake College 
Shawnee College 
State College of East S t .  Louis 
John A. Logan College 
Wabash Valley College 
Central College 
South Eastern College 
Kaskaskia College 
Bonnie Gillenberg, Regional Director, presided. 
Funding for occupational education was the main topic. 
Ms.  Gillenberg announced that only eighty to eighty-two per-
cent of the intended amount could be expected from the State 
of Illinois . For non-credit adult courses, the rate would 
be $. 30 per contact hour. Request form FY-76 must be used. 
Jim Galloway from Division of Vocational Technical Educa-
tion disctlssed criteria for approval of one- and five-year 
plan s :  
1 .  Each school must develop its own local plan. 
2. Local approval must be given first. 
3. The state office will hold an on-site evaluation. 
4 .  Plans must be in by March 1. 
5.  If a joint agreement between colleges has been signed, 
a copy must be included. 
6. Sections A and B must be answered completely. Either 
section of C may be used 
7. I f  there is a change in a program, cross it out com­
pletely and rewrite i t .  
8. Apprenticeship training must be identified on the VE-4 
forms. 
9. Describe the total guidance services. 
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10. Placement services must be explained fully. There 
must be formal placement service in order to obtain 
funding. A follow-up is required . 
Ken Kirby, acting director, explained some coding pro-
cedures: 
1 .  Call the state office for the correct number. 
2. Refer to other programs and use your own judgment if 
you have no other alternative. 
3 .  There is an appeal procedure for changing ratings. 
General discussion of employment needs and advisory re-
quests complete the day. The two new programs wi l l  be included 
on both the one- and five-year plans. 
January 21, 1975 
Ron Kolar, director of adult and continuing education, met 
with me to consider cooperative agreements between occupational 
education and adult education . Five summer programs developed 
from this meeting: vocational and developmental reading, small 
engine repair, boat and motor repair, residential wiring, and 
machine blue-print reading. This wi l l  be a pilot course for the 
industrial maintenance technology program. 
January 27, 1975 
I visited three high schools in Cl inton County--Carlyle, 
Mater Dei, and Central--to explain the vocational programs. 
The students seemed extremely enthusiastic, and many expressed 
plans to enroll at Kaskaskia College. Many students expressed 
interest in working at the Monterey mine. 
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January 31, 1975 
There were no classes meeting today, so I spent the entire 
day working on the one- and five-year plans, and the industrial 
maintenance technology and auto body plans. 
February 3, 1975 
I met with Dean Bolerjack to review progress of plan 
writing. He approved my ideas on industrial maintenance tech-
nology and the joint agreement with the other six colleges. 
February 12, 1975 
At the Kaskaskia Board of Trustees meeting, I presented 
summer school plans for the occupational education division: 
1. Afternoon and night classes in automotive mechanics. 
2. Rlectronics at night and in the afternoon, if there 
is enough interest. 
3 .  Supervised Occupational Experience in drafting from 
8 : 00 - 5:00 each day. 
4. Supervised Occupational Experience in agriculture 
production. 
5. Cosmetology will operate all eight weeks and will 
be open for public service on Wednesday, Thursday, 
and Friday . 
6. Pilot programs for auto body and industrial main­
tenance technology. 
7.  Dates for summer school are June 16, 1975 to 
August 8, 1975. 
The division members stressed the need for more space. 
Air conditioning, small engine repair, auto body, and motorcycle 
repair classes cannot be added unless space becomes available. 
17 
Mr. Clinton Wedekemper, a board member, also asked for a room 
with a door " large enough for a combine" so that agriculture 
mechanics could be added. An open space concept or even a pole 
\ 
building would be better than the present inflexible physical 
facilities. 
The one- and five-year P.lan was approved by the Kaskaskia 
Board with instructions to send it to the state office. 
February 23, 1975 
A division meeting was called to explain Summer School 
plans to the staff. 
Each instructor scheduled a conference with me to review 
his proposed budget . .  These meetings were held between Feb-
ruary 24 and March 1. 
March 1, 1975 
All budgets for occupational education programs had been 
turned in to me. I reviewed each one and made a complete one 
for the division. It i s  Appendix A. 
March 5, 1975 
I met with Dean Bolerjack and " defended" the budget for 
the occupational education division. It was decided to imple-
ment the two new programs in the 1976-77 school year, pending 
more funds and more space. 
March 11, 1975 
The Summer School schedule was turned in today. I rec-
ommended that five teachers be hired for the proposed programs. 
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March 19, 1975 
I visited Okawville and Salem High Schools for recruit­
ment of summer and fall semester students. 
March 20, 1975 
Ron Kolar, Pat Darling, and I formulated plans for a 
special project combining adu'lt and occupational education in 
"reading in the auto shop". Subject matter will be in automo­
tive technology, but better reading methods will be presented 
at the same time . Industrial Maintenance Technology and Auto 
Body vocational reading courses were p lanned. A sample is in­
cluded in Appendix B. 
March 21, 1975 
Board members requested that Mr. Wayne Diekemper be em­
ployed as a full-time welding instructor on the basis of my 
recommendation. Dean Bolerjack did not concur. 
The advertising for applications for Assistant Dean of 
Occupational Education was formalized. The Illinois Division 
of Comprehensive Employment Training Act will pay one-third of 
the salary. 
Dr. Searby congratulated the vocational department for its 
many night classes. Encouragement was also given for an area 
vocational center. Plans for 1976-77 implementation of the two 
new courses were approved. 
Also, at this meeting, the public relations committee, of 
which I am a member, presented its brochure and received favor­
able comments .  
19 
March 31 and April 1, 1975 
Meeting of Comprehensive Employment Training Act Prime 
Sponsors at Springfield, Illinois , Sheraton Inn. 
' 
Richard J. Gilliland, Assistant Regional Director for 
.Manpower was the key-note speaker . He related that: 
1. Department of Labor will evaluate each prime sponsor. 
2. All states in this region must accelerate spending 
levels. 
3. Hiring under Comprehensive Employment Training Act 
is slow in contrast to the funds available. 
4. Comprehensive Employment Training Act is serious 
technical assistance, not just " money left on the 
stump " .  
Information and rules for complying with equal opportunity 
guidelines for clients and advisory boards and collection of 
planning data were important to me. Also, we were informed 
that there is a move toward decentralized decision making. 
April 6 ,  1975 
Ray Casey, director of special projects for adult educa-
tion, met with Mr. Kolar, Ms . Darling, and me to outline the 
vocational reading project. It will be the first vocational 
program to teach both reading skills and vocational subject 
matter. 
April 24, 1975 
A meeting was held to discuss an area vocational center. 
Representatives from the following schools attended : 
Nashville, Okawville, Carlyle, Salem, Kinmundy-Alma, Patoka, 
20 
Sandoval, Central, Mater Dei, and Wesclin . 
I was appointed to the steering committee, along with the 
five county superintendents .  
May 1 8 ,  1 9 7 5  
All administrators and instructors are required to parti­
cipate. We were reminded that the students will "come in to 
learn and go out to serve" . This, hopefully, is the philosophy 
of the entire staff, also. Occupational education never stops-­
it changes in its methods and techniques, but never in its pur­
pose. To give a student saleable skills and applicable know­
ledge is the challenge that all of us in occupational education 
must answer. 
CHAPTER III 
LOG OF EXPERIENCES, 1 9 75-1976 
IN IMPLEMENTING TWO NEW PROGRAMS 
AS ASSISTANT DEAN, IN CHARGE OF OCCUPATIONAL EDUCATION 
July 10 , 1 9 7 5  
The Board of Trustees named Richard Yandell as Assistant 
Dean in charge of Occupational Education with specific instruc-
tions to create an auto body and industrial maintenance techno-
logy program by August 1 ,  1 9 7 6 .  
August 1 ,  1 9 7 5  
My new position as Assi stant Dean began today. 
The State Off ice and Illinois Junior College Board have 
approved the Auto Body program, but Industrial Maintenance 
Technology must be submitted to them. 
I began writing the request. The need is quite apparent : 
A. Monterey Coal Company, Carlinville, Illinois will 
open the second largest mine in Illinois in 1 9 7 7  
in the western portion of the Kaskaskia College 
District. 
B. More than 600 employees will be needed . 
C .  Coal reserves are expected t o  last for 20 years. 
D .  The Company has made two formal request for College 
training. 
2 1  
2 2  
E .  Specifically, Mr. Paul Lingo, Personnel Manager, 
stated that trained maintenance personnel would 
be their largest need. 
F. Richard Sellers, Illinois Employment Service, has 
over 120 applicants interested in Industrial Main­
tenance Technology training. 
G. Salem, Illinois, Chamber of Commerce also expressed 
interest in Industrial Maintenance Technology program 
for the proposed re-location of the World Color Press 
to Salem, Illinois. 
August 20, 1975 
An advisory meeting of the auto body and automotive tech-
nology was called. Those in attendance were the following: 
Robert Wright 
Harold Crippen 
Torn Isaak 
Carl Daniels 
Dan Basden 
The following suggestions were made: 
1. More floor space must be found. 
2. A new building would be the most feasible plan . 
3. New equipment; i . e. , . a new frame machine. 
The committee members expressed their concern about the 
implementation of the two programs, both of which they felt, 
had been "tabled" for too long. I assured them that the respon-
sibility and authority of my new position would be directed to 
the realization of both auto body and industrial maintenance 
technology. By August, 1976, results will be obvious. 
September 9, 1975 
I visited the Monterey Mine at Carlinville in order to 
familiarize myself with the operation. 
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September 14, 1975 
I visited Rend Lake College to make sure that we were not 
dup�icating their program in coal mining. 
October 11, 1975 
I presented the auto body program formulation to the board, 
and it was approved. They directed me to initiate bids for 
equipment and to help plan the new building. 
November 13, 1975 
The Board of Trustees approved the industrial maintenance 
technology program. I will not seek state office approval. 
December 10, 1975 
The �irst meeting of the industrial maintenance technology 
Adivsory Board was held. Members attending were the following: 
Phil Ferris 
John Stanford 
Wally Boehne 
Ron Jarvis 
Bill Nettles 
Doris Whitten 
Charles Morris 
Paul Lingo 
Bob Howell 
Lyn Scheidt 
These courses were suggested: 
Welding 
Hydraulics 
Electricity 
Technical Physics 
Air conditioning 
Mechanics 
Laboratory experiences 
Blueprint reading 
Basic machine shop 
24 
March 1, 1976 
Both programs were included in the one- and five-year 
plans . The plans are Appendix C . 
. 
March 11, 1976 
Board of Trustees Meeting .  
A new building for occupational education was approved. 
The auto body shop and class room and the industrial mainte-
nance technology class room will be housed there. The building 
is sixty feet wide and one hundred forty feet long and will be 
completed by July, 1976. 
April 8, 1976 
The board approved the plans for the industrial mainte-
nance tecltnology program and it will be a reality by August, 1976 . 
April 15, 1976 
Final approval from the Illinois Community College Board 
was received today. Equipment can now be ordered, and applica-
tions for teachers can begin. 
In analyzing the experiences and weighing them against the 
job description, I was able to summarize the first months of 
the deanship. Here is how the duties were fulfilled . 
a. Promotes, organizes, coordinates, and develops the 
program of respective division in cooperation with 
the Dean of Instruction. 
Many discussions were held and then department 
meetings and individual planning sessions were 
held with instructors . 
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b .  Assists in the development of the total curriculum 
as a member of the Curriculum Committee. 
Three curriculum meetings were held. 
c. Develops, with the Dean of Instruction, recommendations 
for staff changes and additions within this division. 
Recommendations and evaluations for all 
department members were completed, and I 
recommended that additional staff members 
be hired. 
d. Recommends the schedule of classes within his 
division. 
In working with department chairmen, we 
agreed upon a schedule of classes. 
e .  Acts. as a liaison between the Dean of Instruction 
and the instructor. 
Specific instances include conferences 
with f�culty. Also, our office prepares 
the occupational budget request s .  
f .  kssists i n  the development of college policies in 
his capacity as a member of the Curriculum 
Committee. 
Joint agreements with Belleville Area College 
and Rend Lake College were the chief policy 
considerat ions . 
g .  Assists in the preparatjon of catalog material for 
his division at the request of the Dean of 
Instruction. 
In rewriting the college catalog, our office 
was charged with writing the correct descrip­
tions of occupational courses for Kaskaskia 
College. Our office also wrote the section 
of "We've Only Just Begun" for promotional 
purposes . 
h .  Assists in the selection of textbooks and 
recommends approval of same. 
New text books, recommended by the instructor, 
and approved by me, were adopted for accounting, 
auto mechanics, drafting, dental assisting, and 
electronics.  
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i. Stimulates ways and means for the improvement of 
instruction within his division . 
Individual conferences and evaluations 
were held with each instructor . 
j. Assists in organizing advisory committees. 
All courses now have advisory committees 
which we were instrumental in promoting. 
k .  Holds necessary divi"sional meetings and informs the 
Dean of Instruction when any administrative action 
is needed as a result of those meetings . 
Minutes of each divisional meeting were sent 
to the Dean of Instruction . 
1 .  Works with instructors in his division in curriculum 
construction, course outlines, and reading lists. 
Each instructor was requested to turn in a 
prospectus and outline, and we reviewed 
them jointly. 
m .  Recommends and/or screening of students in classes 
dr programs as need arises . 
Our office works closely with the Department 
of Student Services in the screening of 
students. Mr. Minton and I sometimes conduct 
joint interviews. Conferences are held when 
it is necessary. 
n .  Develops and submits annually a budget for the 
operation of the division in cooperation with the 
Dean of Instruction . 
Enclosed in this report is a copy of the 
auto body and industrial maintenance budget 
request. Other budget requests are also 
prepared in our office. 
o .  Evaluates those academic and nonacademic experiences 
which are related to teaching proficiency as they 
may pertain to credit on the salary schedule. 
Each instructor handed in his work experience 
and educational experiences for evaluation. 
p .  Maintains office hours to assist faculty and students. 
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Our office is open from 8 : 00 a. m. to 4 : 30 p . m. 
five days per week and other hours by appoint­
ment. 
q. Represents the Col lege and the division at local 
and area meetings as asked by administrative staff. 
Many meetings are held from time to time 
which require out attendance. They include 
CETA meetings, I . V. A. conventions, Manpower 
meetings, advisory committee meetings and 
meetings with local industrial people. 
r. Mediates any disputes within the division. 
There have been no disputes. The attitude 
is excellent. 
s. Recommends travel budgets and approves all travel 
for members of his division. 
All requests go from the instructor to the 
Assistant Dean's office. 
t. Attends conferences, reads professional journals, 
and informs other divisional members of new 
developments in the field. 
I . V. A. convention and area round tables were 
attended. We also discussed several articles 
in the I. V.A. journal with department members. 
I also visited the coal mines and auto body 
shops preparing for the new programs. 
In fulfil ling every duty, we have tried to keep the stabi lity 
of the existing programs, yet make them more challenging, too. 
Much emphasis was placed on developing the auto body and indus­
trial maintenance technology, which will be discussed in the 
ensuing chapters. 
CHAPTER IV 
PROSPECT! FOR THE TWO NEW PROGRAMS 
AT KASKASKIA COMMUNITY COLLEGE: 
AUTO BODY TECHNOLOGY AND INDUSTRIAL MAINTENANCE TECHNOLOGY 
These prospecti include the course description, need, 
philosophy, curriculum, cost, equipment, physical facilities, 
and criteria for the instructor. Both of these have been 
approved by the Board of Trustees .  These plans are the be­
ginning of class work for August, 1976 . 
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1. Need 
AUTO BODY 
In the last months of 1974, an auto body program was 
approved by the Board of Kaskaskia College. The justification 
for the course was based on these fact s .  
A. Department of Labor Statistics call for an increase 
in the 1970's. The survey made by the Southern 
I llinois Public Service Consortium indicates that 
twenty-five percent of the high school and college 
students responding to the questionnaire identified 
Auto
.
Body as an area of concentration that they 
desire. 
B .  A survey of the shops in the Kaskaskia College 
District ind�cates a need for trained help in this 
vocational area. 
C .  The Auto Body Advisory Board strongly requested and 
will support the program. 
D. The Illinois Employment Service is actively seeking 
such a plan of study. 
Approval of the Kaskaskia College Board and the I l linois 
Junior College Board i s  a reality. 
II. Philosophy 
Kaskaskia Community College, by necessity and purpose, must 
serve, train, and prepare its students to be effective, useful 
citizens . The student in the college has placed his future 
in our hands . He is trusting the college to train him for work 
in a body shop or frame alignment center. 
No longer is a rubber hammer, a strong arm, and a can of 
29 
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paint enough for a twentieth-century ''body man". He must have 
a knowledge of both power and hand tools, skills in applying 
theory in the use of his tools, and an attitude of respect 
\ 
toward his chosen vocation. 
Independent thinking is encouraged; rote learning is not 
emphasized. Each student is given an opportunity to apply 
individually, within reasonable limits, the theory that he has 
learned in the class room. Many principles of repair and 
alignment do not change, so these remain a part of the program . 
New materials and methods, however, make the auto body course 
an ever-advancing main stream of occupational education . 
Motivation, in a positive, encouraging manner, is extremely 
important . 
Each•student should feel that his training and his advance-
ment is important to the instructor and to the college . An in-
dependent thinker makes the most reliable, competent body man . 
This is certainly the most sought-after outgrowth of the auto 
body program. 
III. Course description 
Auto Body Repair Program 
The Auto Body Repair Program is a program designed to train 
the student in the proper repair of wrecked automobiles. The 
student i s  instructed in the use of hand tools that are used in 
the removing of dents, applying fiberglass, and applying putty. 
They are also instructed on the proper methods of grinding and 
sanding prior to the application of primer and paint . 
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The students also learn the proper technique in spray 
painting. 
In addition, the students in the body program are in­
structed in the use of the frame machine . They work with 
frames that are bent and out of alignment. Since frame 
straightening is quite common today, it i s  important for the 
student to gain as much experience as possible in this area . 
Upon completion of the program, the student should be able 
to find employment locally in the auto repair trade . 
IV. Students to be served 
Students enrolled in the Auto Body program would meet the 
same requirements as any other student entering a one-year 
certi ficate program. He should be at least eighteen years old, 
but does not need a high school diploma. Aptitude is important, 
but desire and interest are stressed even more. Manual dexter­
ity, alertness, personal responsibility are important . No 
previous experience is required. 
Vocational guidance is offered so that the student will 
have proper counseling in his decision whether or not to enter 
the field. No student will receive the refusal to enter, but 
he might be tactfully counseled into another area . 
v. Course description 
Since this is a one-year certificate course, academic 
courses will not be required. A vocational certificate will be 
conferred after the student receives a satisfactory grade in the 
following classes . 
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AUTO BODY 
Auto Body Repair I 101 
• Basic principles of automobile construction, design and 
manfacturing are covered in this beginning course. A 
study is made of angles, crown and forming of steel into 
the contour of present day vehicles. The practical 
application is to have students work on autos with fen­
der and panel jobs coveripg repair of minor damage. 
Shrinking, fi lling, and the application of hammer and 
dolly techniques are stressed. 
Auto Body Repair II 102 
This course is a continuation of Auto Body Repair I .  
Actual work experience on live cars i s  continued, pro­
gressing into repair of a more serious nature. 
Straightening of doors, hoods and deck lids and fitting 
and aligning are emphasized. Prerequisite: Auto Body I 
101. 
Metal Finishing.and Painting 103 
The care and use of the spray gun are thoroughly dis­
cuss�d, including adjustments and proper spray techni­
ques by demonstration and practice on panels of live 
cars. Methods of mixing paints are taught with emphasis 
on tinting and matching. All types of auto paints will 
be used, and their advantages and disadvantages regarding 
sport repair and overall finishing are included. 
Auto Body Welding 104 
Techniques in the use of AC-DC and gas welding will be 
stressed. Methods in shrinking, welding on panel re­
placements, brazing, soldering, leading, and mill steel 
welding will be taught. 
Trim and Glass Repair 105 
Glass removed, cutting and installation are covered in 
this class. Installation of quarter glass door glass, 
alignment of glass and knowledge of door trims and 
headliners are a part of this course. 
Auto Frame Alignment 106 
A study of the proper use of hydraulic equipment and 
alignment of bent or damaged frames. Practical experi­
ence on live frames will be stressed. 
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Proficiency in the use of the frame straightening machine, 
portapower units, spray guns, power sanders and grinders and 
discirninating use of paints, lacquers, and enamels must be 
demonstrated by each student. 
Near the end of the course, he will be given the task of 
fixing a small car or small truck, that has dents, torn metal, 
and a bent frame. He will be expected to repair that vehicle 
satis factorily. The curriculum is geared toward producing an 
efficient, reliable auto body repair man. 
VI. Curriculum 
First Semester Lecture Lab/Prac. Sero. Hrs. 
Auto Body Repair I 101 
Metal Prep. & Finish. 103 
Auto Body Welding 104 
Second Semester 
Auto Body Repair II 102 
Trim & Glass Repair 105 
Auto Frame Alignment 106 
VII. Cost of the Program 
1 
1 
1 
"! 
1 
1 
l 
3 
16 
4 
2 
22 
16 
4 
2 
22 
A. Instructor--salary will be approximately $12,000. 
B .  Building--$50, 000. 
C. Equipment--$25,000. 
VIII. Instructor 
9 
3 
2 
14 
9 
3 
2 
14 
Since about twenty students are expected, only one instructor 
for the first year is needed. Ideally, he would have a degree in 
auto body, but probably he will be non-degreed, but vocationally 
qualified. I will submit a recommendation at the May board 
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meeting. So far, there are ten applicants, all of whom are 
qualified. 
The instructor must have a complete knowledge of his 
subject matter, possess initiative, accept himself and his 
students, competently set up the new program, and be able to 
work with the other teachers �n the department. 
The courses will start August 20, 1976, so his preparation 
time will begin August 1,  1976. 
INDUSTRIAL MAINTENANCE TECHNOLOGY 
I .  Purpose of the Program 
Job entry is a very important preparation goal of all voca-
tional programs at Kaskaskia .College. Especially in industrial 
maintenance technology, the main purpose is to train a student 
so that he can secure a maintenance job. Also, it is necessary 
for some employees to improve their maintenance skills so that 
they can receive a promotion. 
I I .  Need 
A. The following companies have requested that Kaskaskia 
College help. train maintenance men: 
Monterey Coal, World Color Press, Simonds Abrasives, 
Vacu-Lift, Hollywood Candy Company, Swan Corporation, 
Valley Steel, and Better-Bilt Industries. These 
companies are scattered throughout the college district. 
The first two corporations are just completing their 
physical facilities and will need to hire complete new 
crews of maintenance personnel. Monterey Coal Company 
assured the Kaskaskia Board that six hundred employees 
are needed. The biggest dearth i s  in trained mainte­
nance personnel. 
B. Two Chambers of Commerce and the Illinois Employment 
Off ice have asserted the need for training maintenance 
people. 
C. Comprehensive Employment Training Act needs involve 
the field of maintenance. 
D. Approximately twenty-five students have expressed a 
preference for the industrial maintenance technology 
courses. 
E. It must also be noted that no other school i n  the 
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college district has such a curriculum. Rend Lake 
College, which is a seventy mile drive for some 
Kaskaskia students, offers a coal mining technology 
program, but its emphasis is not on maintenance, and 
it i s  not diversified into other industries. 
III. Philosophy 
Kaskaskia Community College, by necessity and purpose, 
must serve, train, and prepare its students to be effective, 
useful citizens. The student in this college has placed his 
future in our hands. He is trusting the college to train him 
for maintenance work in a coal mine, printing plant, assembly 
plant, or other manufacturing facilities. 
No longer does a maintenance man only push a b�oom or "tend 
the furnace" .  He i s  a technician. He must have a practical 
knowledge of hydraulics, high-and-low pressure valves, � hydrau­
lic syste�, electricity, control panels, welding, lathing and 
milling, air conditioning and refrigeration, and a knowledge of 
mechanics. He must learn to preserve, maintain, or repair 
whatever slows down production. His day is not an easy one to 
program, or even predict. He must be ready for any emergency. 
Consequently, independent thinking i s  encouraged ;  rote-learning 
is not emphasized. Each student is given an opportunity to 
apply, individually, within reasonable limits, the theory that 
he has learned in the class room. It is important that he dis-
plays judgment, techniques, and knowledge to " keep the plant 
running". 
Motivation, in a positive, encouraging manner, has a very 
high priority. Each student should feel that his training and 
I 
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Hydraulics 237 
A study of the design, functions and application of 
hydraulic system components (pump, cylinders, pressure, 
regulators, accumulators and valves ) .  
Industrial Maintenance Lab I 169 
The maintenance and care of industrial equipment will be 
stressed with emphasis upon the student performing mainte­
nance functions. 
Industrial Maintenance Lab I I  269 
The student will be performing maintenance on many 
different types of industrial equipment.  He will gain 
practical experience in welding, electricity and 
mechanics. 
Industrial Mechanics 213 
A study of energy, force, horsepower, simple machines, 
friction heat transfer and engine operation. 
Industrial Welding 187 
A course designed to provide instruction and application 
in the dif ferent types of welding including basic arc 
welding and cutting processes. 
Intermediate Electricity 233 
A continuation of basic electricity with emphasis upon the 
application of wiring diagrams, schematic drawings and 
trouble shooting of electrical circuits and equipment. 
Lubrication 131 
A study of the different types of lubricants and their 
applications to gears, bearings, chains, motors and 
engines. 
Machine Blueprint Reading 153 
I ntroduction to the graphic language through the interpre­
tation of various graphic representation, symbols, and 
specifications are found on working drawings for the 
machine industries. 
Manufacturing Processes 135 
A continuation of manufacturing processes 134 .  Included 
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within the instruction is theory and practice relative 
to manufacturing processes such as forging, casting, 
measurement, welding, and production processes. 
Technical Mathematics 119 
This course provides experiences in Mathematics for first 
year technical students. The course is designed to develop 
all of the mathematical skills required in various technical 
fields. Modern Mathematics terminology is used to express 
ideas of Arithmetic, Algebra, and Geometry as they apply to 
technical fields . · 
Technical Physics 107 
The laboratory solution and reporting of industrial problems 
by use of the basic theory of physics ; and mechanical, 
contact, pneumatic, hydraulic,  optical and electronics 
measuring instruments in current industrial use. 
VI . Students to be enrolled 
Students enrolled in the Industrial Maintenance Technology 
program should be at least eighteen years old. A high school 
diploma o� its equivalency is a must. The socio-economic back-
ground is varied. A great number of Comprehensive Employment 
Training Act students are interested, but, also, many employed 
adults desire the further training. No employment experience 
is required, but, in screening students, the counselors will 
look for an interest in industrial maintenance as opposed to 
looking for j ust a higher income. No student will be refused, 
but he might be tactfully counseled into another area. Quick 
thinking, adaptability, and personal responsibility are certainly 
characteristics to be considered. The prospective student will 
be one of approximately thirty-five, and he must realize the 
responsibility involved in his future vocation. 
VII. Curriculum 
4 0  
Since this is a one-year certificate course, no academic 
area courses are required. There are thirty-four semester 
' 
hours in courses related to industrial maintenance. Require-
ments for the certificate are as·  follows : 
First Semester Lecture Lab/Prac. Sem. Hrs. 
Basic Electricity 1 8 0  2 4 4 
Machine Blueprint Reading 153 1 0 1 
Technical Physics 107 2 4 4 
Industrial Welding 187 1 4 3 
Manufacturing Processes 135 2 0 2 
Industrial Main. Lab. 1 169 0 15 3 
8 27 17 
Second Semester 
Hydraulics 237 1 4 3 
Industrial Mechanincs 213 1 2 2 
Technical Mathematics 119 3 0 3 
Intermediate Electricity 233 2 4 4 
Lubrication 131 1 2 2 
Industrial Main. Lab. I I  269 0 15 3 
8 27 17 
A general knowledge of hydraulics, welding, electricity, and 
mechanics must be demonstrated by each student. Near the end of 
his certificate program, he will be assigned several problems to 
solve ; these will encompass several maintenance areas . His 
capacity to make the right decision, ability to perform, and 
adaptability to the situation will be evaluated. The entire 
curriculum is geared to the training of a mature, creative-
thinking, reliable maintenance man. 
VI. Cost of the program 
A. Instructor ' s  salary 
The salary is approximately $12, 0 0 0 .  
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B .  Physical Plant 
The new area of the building costs about $20, 000. 
C. Equipment needed 
Required equipment is approximately $20, 000. 
D. Per student 
The cost of the Industrial Maintenance Technology 
program is about $55 . 00 per credit hour. 
VII. Instructors 
Most courses, such as welding, electricity, and mechanics 
will be taught by the present well-qualified instructors in 
those areas. A new instructor will be hired, especially for 
the industrial maintenance lab. Half of his time will be spent 
in the Industrial Maintenance Technology program, and the other 
half will be taken over by air-conditioning. 
This instructor . ideally will have a degree in some area of 
vocationa} education, but if he has a good vocational background 
in industrial maintenance, he can be non-degreed but be vocation-
ally certified. He should have a diversified background and dis­
play knowledge of the subject areas. He should show initiative, 
accept himself and his students, competently set up the new pro-
gram, and be able to work with the other instructors in the 
department. 
A contract and evaluation form are included in Appendix D 
and E. 
SUMMARY 
As department chairman , this writer had little time to 
develop new programs, but each meeting held during that time 
was a step to the formulation of those courses. Meeting with 
department members, advisory committees, and administrators 
gave me much perception and direction. Speci fically, then, the 
school year, 1975-1976, during which I became a full-time voca­
tional administrator, had as its top priority the inception of 
programs in auto body repair and industrial maintenance technol­
ogy. These two programs are now more than just " on paper" .  The 
auto body shop is almost completed, teachers have been recom­
mended for both position&, and equipment is arriving. Business 
and union leaders, high school students, and community members 
are aware of these innovative additions. The occupational 
education department has risen to the challenge, but there is 
much more to be done. Only the surface has been scratched; 
indepth studies must be done to determine priorities for other 
suggested programs. 
However, the rewards of the past year have been great. To 
feel the confidence return to the staff of the division is re­
assuring. To be included in administrative decisions is a good 
feeling, too. The responsibility of directing an occupational 
4 2  
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program for a community college i s  awesome, but challenging. 
Experiences met and situations explored have made this past 
year a most memorable one. Courage , conviction, and confidence 
I 
are out-growths of this year. As a vocational administrator, I 
look with anticipation to the future. 
APPENDIX A 
BUDGETS FOR THE TWO NEW PROGRAMS 
4 4  
BUDGET FOR AUTO BODY 
EQUIPMENT 
Frame straightening machine 
Spray booth 
Spray guns ( 3 )  
Disc grinders - air operated ( 2 )  
Buffers - air operated ( 2 )  
Orbital sanders - air operated ( 3 )  
Long flat sanders - air operated ( 3 )  
Four ton floor j acks ( 2 )  
Porta power ( 2 )  
SUPPLIES 
Sandpaper 
Files 
Putty 
Fiber glass 
Primer 
Thinner 
TOTAL 
4 5  
$ 6,000.00 
12, 000.00 
450.00 
200 . 00 
200.00 
225.00 
1,000.00 
1,000.00 
1, 000.00 
$ 21, 300. 00 
$ 5 , 000 . 00 
$ 5,000.00 
$ 26,300.00 
BUDGET FOR INDUSTRIAL MAINTENANCE TECHNOLOGY 
· EQUIPMENT 
Hydraulic teaching aid 
Hydraulic testers 
Electrical equipment 
Welding equipment 
SUPPLIES 
Welding rods 
$ 5,000. 00 
3, 000 . 00 
5,000.00 
6 , 000 . 00 
$ 19,000. 00 
$ 300.00 
Electrical connections and outlets 500 . 00 
Miscellaneous supplies 500 . 00 
$ 1, 300 . 00 
TOTAL $ 20, 300 . 00 
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APPENDIX B 
PROJECTED LESSONS IN VOCATIONAL READING 
47 
INTRODUCTION 
A new type of carburetor ! A different 
I 
ignition system! A metric micrometer! 
How does one learn to cope with the new 
�velopments that car manufacturers intro-
• 
4uce each year? We. listen to explanations, 
atudy diagrams, and hope that we can "keep 
IP11 • Most of all, though , we read. There 
is no substitute for referring to the 
printed page to make sure we are following 
the right steps. 
Several generations ago , it was enough 
. . 
tp have a practical knowledge, a roll of 
Nling wire, and a screw-driver . N ow, auto 
'°dy repair is a science requiring the 
owledge of ever-changing tools, the abil­
ity to grasp new methods, and most of all, 
the skill to read and comprehend instruc-
. . tions. 
1 Reading is comprehension--it is made 
' ap of thinking, reasoning, evaluating, 
problem-solving, and organization of in­
fotmation. 
Words can be taken apart and rebuilt 
into clarity, just as a car can be torn 
down and put back together in better con­
dition than ·before. 
When you finish this course, you will 
-1-
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be able to  use your reading to enhance 
your automotive skills . Manuals will no 
longer be a bunch of diagrams separated 
by groups of words . These present man­
uals and the ones to follow will be your 
path to better pay, quicker advancement , 
and personal satisfaction. 
Reading will be the key to auto body 
repair now and in your future. We will 
use your words, auto terms, to improve 
your reading skill . A better vocabulary, 
more complete comprehension, and even a 
bit more speed will be yours.  Welcome to 
the new combination--vocational know-how 
j oins independent reading. With the mas­
tery of these skills, the auto body re­
pair business will be much easier to en-
ter and enjoy. Madel A reading skills 
will be replaced by the techniques of a 
streamlined sports car. You will not be 
left behind. Whe fi i h n you n s this course, 
your reading tools will be as familiar as 
the frame machine spray gun, and sander. 
There is no limit to your personal im-
provement when you combine good reading 
with technical skills. 
-2-
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Lesson I 
Prerequisites of a Good Body Mechanic 
The better you can read, the more like-
,lY you are to succeed in your chosen voca-
tion. If auto body repair is "your bag", 
you will need to read to excel in that field, 
too. Yo� will read a variety of printed ma-
t�rials--books, pamphlets, manuals� and spe-
d.al instructions . 
Reading faster and better will help you 
do your job more efficiently and probably, 
even }llore quickly. It will give you more 
time for fun and leisure activities. Higher 
grades will also be easier to attain because 
you will start remembering what you read. 
Other benefits will include getting along 
better with other people, having more sub-
jects to talk about and securing more out-
·aide interest s .  I 
� 
: The well-read person stands a much bet-
lter chance for success than the one who reads 
infrequently and sparsely. 
Before you read this selection, make sure 
JOU know these key words : 
-1-
prerequisite vocation 
avocation mechanic 
attribute development 
grannnar incoherent 
confidence perserverance 
As you read this selection, do not 
stop or look up, even if you do not un-
derstnad something . Go uninterruptedly 
to the end. Then, go back and reread 
if you do not understand something. 
-2-
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The �ood of the car can open a whole new 
rld to the person who lifts it expectant-
y. An enjoyable avocation or a profitable 
cation is waiting to be pursued. Between 
e dreaming o f  a young child to the exper-
enced role 'of a mechanic lie many steps 
'°d decisions, coupled with the gaining of 
sny· skills. Reading, technical knowledge, 
111d application of these skills are most 
Important. 
A good auto body mechanic is a credit to 
s community. He holds much responsibility 
hands, head, and. tool ches. His 
dictate ·the life and safety of .thou-
people every day. Ac tu.ally, a 
has the power to lose or save more 
surgeon . Carlods of people are 
mercy every day. The auto body me-
should become an active part of his 
1111Dunity life by joining churches, service 
groups, etc. He should know 
s community and his community .should know 
A composite of many things makes up a 
rod mechanic--the patience of a saint , the 
rriosity of a cat, the correctness of a 
-3-
robot,  the dexterity of a monkey , the 
strength of a locomotive, and the per-
serverance of the ancient Romans to con-
quer their world . A very special kind 
of person comes out of the auto body 
program. He must have experience,  knowl-
edge, and judgment . There is not sub-
stitute for these attributes . Let ' s  
build a profile of what leads up to a 
good mechanic . 
Neatness is a prime prerequisite. 
His careful personal grooming is the 
customer ' s  first clue to the thorough-
ness with which he does his job. His 
appearance should instill confidence. 
A proper hair cut, which goes to neither 
extreme , is a mus t .  Clean clothes at 
the beginning of every work period, 
whether furnished by the worker or his 
employer , are necessary. Styles which 
call attention to themselves are frowned 
upon. 
The 'work area should also show that 
the mechanic is conscientious . It should 
be scrupulously organized and uncluttered. 
Hand tools should be put away . In fact, 
the tool cabinet should be so familiar 
and so well organized that the mechanic 
can open the drawer , reach in blind-folded, 
and pull out the tool he needs.  
-4-
Sever should a mechanic leave work for 
the evening without cleaning his tools 
and placing them correctly. They should 
never be left behind on the floor or bench 
at the end of a work-day. Tools that are 
left lying around get lost or ruined very 
�sily. A mechanic's work is reflected 
in his work area. If the work area can 
! pass the scrutiny of a prospective custo­
! 1er,  the person ' s  work will likely pass 
lmspection, also. 
Training , of course, is a must .  Basic 
mowledge is being presented to you in 
this class. Further training never stops. 
You will be given an opportunity to attend 
schools conducted by auto companies , sup-
pliers , and dealers, which might last as 
long as one day or two weeks . New devel-
opments and methods are presented to you 
at those sessions. We hope that you will 
never stop learning. Keep reading the 
�nuals, magazines , and other literature 
that are pertinent to your field. Visit 
other mechanics and have "bull sessions".  
�ny problems are solved that way. You 
are always welcome to come back to Kas-
-5-
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kaskia College to take more classes 
or just drop in to the shop to observe 
or ask questions . To stop talking or 
reading about your field is to stop 
learning ! Don ' t  ever be guilty of that. 
Incoherent mumbling or poor grammar 
do little to bring in business for the 
body shop. Good speech, on the other 
hand, breeds confidence. An auto body 
mechanic who can ' t  look a prospective 
patron in the eye is not likely to see 
him again. Car knowledge, alone, is 
not enough. Be able to meet the public--
let them know you believe in them so . 
that they can believe in you. The auto 
body shop is a wonderful world of ma-
chines ,  tools, guages , and instruments, 
all backed by instructors and instruc-
tions. It is your key to the future--
whether it ' s  working on your own vehicle 
in order to save a repair bill, or going 
into auto body repair as a career. May 
this course serve as a profitable step 
toward your chosen direction. 
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�. Comprehension 52 
A. Go through the selection and cir-
cle each key word. 
B. Answer true or false to each state-
ment . 
1 .  An auto body mechanic ' s  personal ap-
�ranee is not important . 
�2 .  Experience is the only prerequisite 
or being a good auto body mechanic. 
3. The tool chest should be well or-
,___ 
�ized . 
4 .  Auto manufacturers do not sponsor 
thoo.ls for auto body mechanics • 
.___5 .  Further learning comes only through 
�erience. 
C. Name 5 qualities of a good auto 
�Y mechanic. 
1. 
2. 
3. 
4 .  
s .  
r· Vocabulary 
1. Vocation 
a. work; b .  hobby; c.  major field; 
d .  area 
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2. Dexterity 
a .  hope; b .  clumsy; c .  adapt-
ability; d .  skill 
3. Perserverance 
a .  stubbornness; b .  patience; 
c .  drive; d. happiness 
4 .  Avocation 
a.  hobby; b .  work; c.  party; 
d .  exercise 
5 .  Prerequisite 
a .  standard; b. statement ; 
c .  comic; d .  requirement 
-8-
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KASKASKIA COLLEGE 
1 - S Year Plan 
Occupational Education Program 1 976 - 1 977 
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SECTION A 
GEfJERAL INFORMATION 
Legal Name of Oiatrlct __ _.KA-.. §1$/\SKIA COLLEGE 
Check Type of Oi�trict 
Elementary 
Secondary 
Unit t ----
Post-Secondary X 
State Agency 
Street Addreu _____ __.S;_;h�a-.t_t_u_,c.._..R,..o .... a_d�----------------------
' 
City, County, Zip Code ___ c_J_e_n_t_ra._l_i_a_,,,_Il_l_in_o_is __ 6_2_8_0_1 ________________ _ 
Name, Title and Telcpnone Number of local Chief _School Administrator; 
E. Ray Searby. Presj.d.enL ____ _...(6_1_8_-_5_3_2-_1_9_8_1 ... . ,_E_.x_t_e_n_s_io_n_l_..1_4.._) ___ _ 
Name, Title and Telephone Number of por•on directly responsible for the preparation of the One and Five Year 
Occupational Education Plan: Richard W. Yandell. As�nt Dean - Occu:pational 
___ E_d_u_c_a_t_io_n ______ ( 6_1_8_-_5_3_2_-_1_9 8_1 , Extension 1 2  3) 
t 
Size of Local Dimict (Square Miles)_--=2�0,..0"-0.,._ _______ _ 
Moat recent equalized assessed valuation of school district $ _3_9_8_, _5_6_6 __ ,_5_6_1_._0_0 __________ _ 
Most recent asses�d valuation par student (public schools) $ --��----------------
Most recent assesscl valuation p::r resident (junior collegeio) S-3-.. . .._7..,9...,5.,. ..... 8 ... Z ____________ _ 
Per F.T.E. Studi;nt $ 2._9_6�1_0_9_1 ...... _o_o ____ _ 
Most recent tax rates: Educotional $ __,_.l;..;7...;5::.-. ___ ____ _ 13uil<.ling $ _ _._0.._7._..5 _____ _ 
Total Other $ .  • 0 5 Total School Tax Rate for District $ __ _.3._.0.__ ______ _ 
Total estimated population of $Chool district __ l.Q5....�l> ..... Q .... Q.._ __________________ _ 
Expenditure per pupil most recent (public schools) $ _________ ,------------
Expenditure per cn:afit hour mo•t recent (ju;ior colle�) $_.§._2 ...... -2.2.__ _____________ _ 
Estimated local di�t;ict cnrollm�nt · for coming year: 
Etamcntary (I< CJ) ---------
Secondary (9-12) ---------
Post-Secor.dory (Fltl _ _ 1 ....... 3_5_0 _______ _ 
A<Mt (Non-Credit) · ..l , 6 00 (Head-Count) 
Does this Plan incluoo ocetip.,tionol programs offcroc: during tho summer !.C.J1!.9!!7 
ves_x _ NO __ _ 
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School Name � ____ KA __ SKAS ____ K_IA __ C_O_LLE ___ G_E ________________ _ 
SECTION B 
ADMINISTRATIVE ORGANIZATION 
1. Describe the administrative organization of occupational education in your educational agency. A narrative and/or 
a chart may be used or attached. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
(See next page) . 
Does your district have a joint agreement with any other district for occupational educational programs? YesK_No_ 
If Yes, check: AVC Two or more districts Other (Explain) ____________ _ 
Belleville Area College 
Designate the administrative district or districts of the joint agreement that are applicable to (2) above. 
Joint administrative control a s  described in Cooperative Agreement 
included in this report . 
A current copy of the above joint agreement and appropriate signed resolution page must be kept on file in the 
administrative offices of all districts participating in the joint agreement. A copy of the sgrcement and signed 
Resolution Page must be submitted to the Division of Vocational and Technical Education with this Plan. 
See Cooperative Agreement 
Does your district contra� with any private institutions to provide occupctional education for your students? 
Yes No . If yes, a signed, current copy of the contract shall be submitted with this 
Plan. 
In the chart below, list the approximate number of students from your district which will be attending classes 
in other school districts covered by a joint agreement. 
Numb<!r of Students 
Industrial Applied· Biol. Business, Personal & 
Oriented Health & Agriculture Mkt. & Mgmt. Public Service TOTALS 
1 0  5 5 10 1 0  40 
Number of students, if any, from othe1 districts expected to enroll in proposed local programs as listed in 
this Plan: 4 0 · 
Number of students, if any, from private or parochial schools expected to enroll in proposed local program: --­
None 
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KASKASKIA COLLEGE 
ONE AND FIVE YEAR ANNUAL PLAN 
I. What are the objectives of the District' s  total Occupational Programs ? 
A .  The objectives of the College' s total occupational programs are 
predicated on the continued improvement of the quality of present 
offerings and the planned extension of present program s  and courses 
to accommodate the ever-changing needs and interests of the Distric t .  
New programs. in the areas o f  Industrial Maintenance and 
Auto Body Repair will be scheduled for 197 6-1977 . Programs 
which will be extended further include Child Care , Business , 
and Health. · 
B .  Continued emphasis will be given to increasing the number and 
quality of courses in Occupational Adult and Continuing Educa­
tion area . A Director of Adult EducaUon who wa s· added to the 
· administrative structure has brought a new effort in achieving 
this objective . Enrollment statistics give evidence that students 
are coming into a full-time program of study as a result of the 
recent extension of Occupational Adult Courses . 
C .  The College plan s to develop s hort-term and one year certificate . 
programs in presently approved progra m s .  
Machine Shop has been introduced a s  a one-year certificate 
program. Cons ideration is  being given to development of 
similar certificate programs in Data Processing , Automotive , 
Mechanical Drafting and Child Care. 
D .  The continued development of Indi.vldualized Study of open entry 
and exit are under study. Open entry into the Business area 
subjects ha s resulted in much lar9er enrollments . Further ex­
pansion of this individualized instructional procedure is planned 
for 1 9 7 6 - 1 9 77 in other area with first cons ideration in the Ma­
chine Shop Program .  
E .  Cooperative Education Programs in high-cost-low enrollment areas 
will be studied. 
Programs in Co-op Education will be introduced in the areas 
where equipment and instruction would be far too costly for 
inclusion in budgetary considerations .  
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F .  Joint Agreements will continue to b e  developed with neighboring 
Colleges . 
Kaskaskia College has entered into a Cooperative Agree­
ment with Belleville Atea College whereby Kaskaskia 
District students may enter Belleville' s programs i n :  Air­
line Stewardes s ,  Aviation Maintenance Technology , Pilot 
Training, Inhalation Therapy, Medical Assistant Program , 
Medical Lab Technician, and Physical Therapy. Under 
terms of the Agreement, Belleville students may enter Kas ­
kaskia' s program s  in:  Automotive, Auto Body Repair, Cos­
metology and Dental Assisting. 
G .  Articulation with focal high schools i n  the College District i s  
under review regularly . 
Occupational faculty visits the area high schools regularly 
to articulate with their progra ms and curricula . Present 
planning includes vif>its to all underlying high schools in 
order to maxi r i i  .. , �  cooperation, avoid unnecessary <lupli_­
cation of progrr."l m s  and facilities and to increase economic 
efficiency and program articulation. With the addi tlon of 
a portion of Fayette County to District 50 1 ,  conversations 
have been initiated whereby cooperation may be effected 
between the College and the secondary school regional 
vocational center in Vandalia . 
H .  The duties and responsibilities of the individual vocational in­
structors will be further defined and implemented . 
A list of the duties and responsibilities of occupational edu­
cation instructors are included elsewhere in this report . Each 
in structor will use these guide-lines in seeking to improve 
the quality of instruction and enhance the learning climate 
for the students. 
II. How will proposed district's occupational objectives meet the needs of 
all students ? 
A .  Sec detailed course de scriptions whlch are included a s  a part of 
prograin identifications elsewhere in .this report. 
B .  St·udents who are academically disadvantaged are given special 
counseling by Occupa tlonal Guidance Counselors . Evaluation 
of their past record will be reviewed in order to place the dis­
advantaged student in the courses which will best serve their 
needs and offer the best opportunity for succes s  in the program 
of their choic e .  Handicapped individuals are identified by Vo-
5 
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cational Rehabilita tion,  Family Service s ,  Welfare Department , 
and Comprehensive Mental Hea lth Center and ADC recipients . 
More recently contractual urrangements have been entered into 
with three Consortia (Eond-Madison Counties , St.  Clair-Wash­
ington Counties , and Balanbe of State , with an administrative 
office in Centralia) fo1· provision of. instructional programs to 
students under the CETA (Comprehensive Education Training 
Act) Program . Further discussions are underway to extend the 
areas of instruction as need dicta tes . 
C .  None other than those specified i n  I I  B above . 
III . What and how were school and community resources used in developing 
your program ? 
A .  Kaskaskia College has an advisory committee for almost all  of 
its Occupational Programs (see list of advisory committees at 
the end of course descriptions) . 
All of the Advi�ory Committees are oriented to a specific 
program . TherE.'fr1rc they follow specific job classification 
pertaining to jol> and progra m .  The l\dvisory Committees 
meet periodically as the need mandates . The Committees 
are consulted in all areas of the functional Occupational 
Program , including equipment , curriculum , on-the-job 
plc.cement,  evaluation of graduates <ind program evaluation . 
B. A survey is conduct<�d in al J  high school s i.n the College District 
to determine interests in specific programs . These survey forms 
are completed by all junior and senior high school students in 
the College District. The forms are t.hen fed into the Computer 
from which a summary report is avalluLlB . As was stated earlier , 
all instructors are strongly urged to visit the schools of the Dis­
trict (a!ld outsidr. the District by invitation for specialized pro­
grams) in an effort to prop8rly plan programs taHored to individual 
needs . 
C .  The I1H nois Employment Service ha s been used extensively in 
planning. Othi-�r or9aniza tions,  gronp� and agencies whi.ch have , 
and will coni:inrn-� to be used in program planning , include Divi­
sion of Vocational Roh'lhLl.i.t.at.ion, CETl\., local industri e s ,  hos­
pital and welfare anenci('..? S ,  civic groups , radio and general or 
specific survey in�.;truments . 
D .  Kaska skia College and Centralia High School worked together for 
submission of a proposal for a Comprehensive Pla nning Grant. 
Kaskasha Colle0c has met with local high schools in an effort 
to best utilize equipment, facilities and articulation of programs . 
Each occupational instructor strives earnestly to relate his pro­
gram to better meet the student's needs . 
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IV. What are the c.mcillary and guiciance services being provided to stu­
dents in the occupational progra m ?  
A .  Each student in the occupational program has been identified by 
the Vocational Guidance Coordinator. In the 1 9 7 6 - 19 7 7  aca­
demic year, each occupational instructor will s erve in an ad­
visory capacity to each student in his program and a s s ist him 
in the proper course selection and program placement, building 
botlt upon the student' s educational b;;ickground as well a s  job 
experience. 
B .  All placement i s  coordinated b y  the Occupational Guidance Coun­
selor. E<.1ch student is ask Gd to fill out the placement materials 
which wiJl b 1) kept on file . Each instructor is responsible for 
a s si s ting t:hP. Occupational Guidance Coordinator/Counselor in 
the placement effort which is closely coordinated to avoid <lu­
plica ti.on of effort . It is anticipated that students will u s e  this 
placement service l0i1g after graduat.i.on . The advisory co.mmit­
tees are utili22d also in placement effort s .  
C .  Follow-up i s  coord i ndecl through the Occupational Guidance Office 
by the Vocatin;1�d Jn�. I.cue tor. A fnllor··up is conducted annually. 
This is difficult due to mobility but every effort is being made to 
keep close con tact with graduates .  
D. Each ins tructor ha;, been encouraged to orC)dni:te a student organi­
zation in their program arc�a a s  nef�d� and rntcrests develop. Or­
ganizc.ltions havo been forrrH·)d in Dental A s sis ting ,  Cosmetology, 
Nursing , A9ric1dture and Elcctronj c ::; .  Ins Lructors are encouraged 
to develop alumni �Jroups and involve these graduates on their 
advisory comm i.ttees . 
Th8 Oci;upat.ional Counselor Coordindtor maintains active files 
on occupational students in specj fi.c program s .  The procedures 
and m<�thrxls of follow-11p studies and evaluation are contained 
e l s ewhr-�re 1n this report. 
Tltf.. Student SE::rvi.ces p0rsonncl cooperale fully in the main­
tc�1v·1n(�e of rncorcl::; �H"?d provj��jon of r\:.- cord s as are neces sary 
for background infonnntion for st uc1ent advisement. At the 
sam0. time , prop<:1 sc\;wity of s �11�krit rncor<ls in keeping with 
provision;,; o f  the Privacy Act arn \�nforced.  
V.  How do you plan to evaluate the occupnU.onal prot;Jra m ?  
A .  The use of the advisory committees will be sought to determine 
the effoctivencs� 0f thr� prngrnms . In 1 9 7 4 - 1975  the advisory 
committee for Mach iti·� Shop met and recommenrled revision of 
the progrdm . f�omC2 of the equipmcm t was sold that was not being 
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fully utilized a nd the curriculum was revised, which would 
hopefully aid the program in enrollment a s  well as the cost 
factor. An extens ive study was made of the Data Processing 
Program to determine the effectivene s s  as it pertains to the 
enrollment and the cost factor. An active advisory committee 
has been formed and an all out effort has teen continued to 
up-grade the curriculum and the enrollment. The success of a 
graduate is the best evaluation of any program .  This factor is 
being sought by our follow-up studies . S tudents are encour­
aged to bring any suggestion for improvement to anyone in the 
organizational structure of the institution . 
B .  Placement is the most vital part of any occupational program . 
Every effort is made to make placement opportunities available . 
Employers come in and interview prospective employees (students) 
here on campu s .  More of this type of placement is being pursued . 
C .  The evaluation of any program Cc-'Ul best be determined by how a 
succes sful graduate performs on the j o b ,  taking into consideration 
how well he has done in the program compared to his progres s  
-0n the job. 
D. Constant evaluation is being done by the Division Chairmen, 
Assistant Dean, Dean of Instruction , President, and by reports 
to the Board of Trustee s .  
E :  Curricu.lurn evaluation is also examined by the Curriculum Com­
m i ttee whir-h has repre·sentation from the Administration , students , 
Division Chairmen, and the Kaskaskia College Education Associa­
tion. New courses and/or programs are brought before this com­
m i ttee for their opinions and recommendations . 
VI .  Personnel qualifications in relationship t o  occupational program assign­
ment. 
A .  All s tc.iff members in occ.;upationnl education meet the requirements 
of DVTE Bulletin #4 . The non-degree �ear.hers are encouraged to 
im prove themselves by taking pro fcssiono l education course s .  
Kaskaskia College bas served a s  a resident extension center for 
SIU in 197 4 - 1 9 7 5 ,  1 9 7 5 - 1 9 7 6  anct will !J8 offering courses on this 
campus a<]ain in 1 97 6 - 1 9 7 7 . �>ornE? of.those courses will be in 
the Occupational I:duccttion D�partment, and staff members will 
bl=) enrolled in some of these course s .  
VII . What program and/or curriculum improvements are proposed for the 
coming year ? 
A .  What curriculum modifications will be emphasized to improve the 
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school' s programs ?  
The College realized its great increase in head-count 
enrollment in the 1974-197 5 academic year partly be­
cause of the development of Occupational Adult Education 
courses in centers throughout the District.  This effort 
was continued and further strengthened in the 1 9 7 5 - 1 9 7 6 
academic year. Plans are to continue for the 1 9 7 6 - 1 9 7 7  
school year and make courses readily available for stu­
dents' needs . After an initial exposure to College level 
course work , many of the adult education students later 
elect a one-year certificate or a degree program in an 
occupational program. 
All curriculums are studied carefully in the areas of low 
enrollment to determine the need and content of courses . 
Methods of offering certificates in one year, rather than 
the two years presently required in many programs ,  will 
be studied. 
Combined lecture and individu a l  la boratory functions will be 
tried in different areas which s hould reduce classroom space 
usage as well as cost. Individualized Study in Beginning 
courses in Auto Mechanics is being studied and if costs can 
be met,  it will bE tried . Indiviciualized instruction is under 
active consideration in Machine Shop. 
New programs in Auto Body, Medical Records Technology, 
Construction Maintenance Technology, and implementing 
Child Care was completed in 1 9 7 t> - 1 97 6 .  A Certificate 
program in Industrial Maintenance was approved in 197 6 .  
Additional planning in Real Estate, small engines and 
other occupational programs will be considered for future 
impl ementation . 
Certificate and short term programs will be sought in the 
areas of Law Enforcement, Civil Defense and Water and 
Waste Treatment Technology. Tho;.e courses will be de­
siqned to upgrade and re-train tho!Je persons in the field; 
however, they could be adjusted p s the need arise s .  Most 
of the training in thF.!se areas would be taught in an on-the­
job situation such as city treatment plants , fire stations 
and police headquarters . 
VIII . Describe the activities proposed to improve program quality within 
five years . 
A .  Staffing and planned in-service training of staff. 
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Staff meetings will be held during the year to implement the 
materials received with the IOCP Work shop. 
Professional courses offered here on campus by SIU staff. 
B .  Physical facilities and equipment 
Budgets always become predominant when thinking about new 
equipment . Most programs presently being offered or planned , 
will not need a large amount of equipment. 
A temporary building is under consideration for housing the Auto 
Body and Air Conditioning Programs .  
C .  Cooperative arrangements with other district s .  
A Cooperative Agreement which involves eleven Community 
Colleges in Southern Illinois for delivery of a Construction 
Maintenance Technology Program has been developed . As 
stated in Item I-F, Kaskaskia College also has a Cooperative 
Agreement with Belleville Area College in several other Programs .  
We s hall be working very hard to make arrangements with the 
local high schools to utilize our equipment and faculty in pro­
grams which will fit the high school needs . 
D, Use of area resources 
We shall continue to do a s  we have in the pa st , and that is , 
to rely on the local news media for their support , civic groups , 
advisory committees , DAVTE consultants , Community Services , 
Vocational Rehabilitation , and any source that can aid in any­
way for evaluation and suggestions which would in anyway 
improve our programs .  
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A special grant has been provided for Kaskaskia College to actively 
seek identification of, and provide opportunities of service to 
handicapped , disadvantaged and all other interested students. 
College representatives will travel to all parts of the College 
District on a planned schedule for delivery of these services .  
SUMMARY OF DUTIES OF VOCATIONAL INSTRUCTOR 
The duties and responsibilities of the Vocational Ins�ctor are to be 
in direct charge of their subject area to insure the effectiveness of the 
objectives and policies of that subject area . The Vocational Instructor 
will necessarily perform many varied duties which will be a requisite part 
of any successful program . 
Among the many a s signed responsibilities , the Vocational Instructor 
should: 
1 .  evaluate the curriculum to determine if changes are necessary . 
2 .  establish instructional objectives and standards for the teaching 
of skills , knowledge , and traits and attitudes . 
3 .  pla n ,  organiz e ,  orient, and work with the advisory committee 
in developing an effective program . Meetings should be held 
periodically for the purpose of evaluation and advisory func­
tions'.  
4 .  build a strong program in public relation s .  Utilize personal 
contacts , direct mailing s ,  and other techniques to interpret the 
occupational education program to district high school students, 
professional and layworkers , and business and community leaders . 
Report to be submitted on these visits . 
5 .  secure the cooperation and service s  of the occupational guidance 
co-ordinator, departmental and other cla ssroom teacher s ,  the 
Division Chairmen , Assistant Dean of Occupational Education , 
and Dean of Instruction in the selection and scheduling of occu­
pational s tudents .  
6 .  Counsel, and orient occupa tional students taking into consideration 
their interest, vocational plans , educational background , personal 
qualifications ,  and· ability to profit from the occupa tional program .  
7 .  make community surveys to ascertain local training need s ,  employ­
ment possibilities , employment screening and testing procedures , 
and types of equipment and standard s .  
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8 .  coordinate the utilization of current instructional material s ,  teaching 
techniques and methods in providing a s  much individualized instruc­
tion in the subject area a s  possible. 
9 .  arrange for adequate , up-to-date classroom facilities and equipment, 
instructional materials , and teaching aids. 
65 
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1 0 .  assist in thfl preparation of necessary local and state reports . 
1 1 .  maintain an up-to-date file on all occupational students in the 
area of a s signment. 
12. organize and sponsor a student organization in the subject area 
of a ssignment . 
1 3 .  maintain membership in , attend , and participate in local, district 
and state professional meetings ,  conferences , and workshops to 
insure professional improvement. 
14·. maintain ethical and co-operative relationships with high school 
personnel, public officials , local organizations ,  and other groups 
and individuals . 
15. develop an effective program of student recruitment and guidance 
for prospective occupational students . 
1 6 .  secure qualified guest speakers and resource people for occupational 
clas s.es and student organization activities . 
1 7 .  keep current on technologjcal advances in the subject area of asign­
ment. 
1 8 .  make job analysis study of your subject area in-conjunction with 
local business and occupational firm s .  
1 9 .  ·study emerging fields of your subject area in the community to 
determine training needs and employment possibilities for students 
and adults . 
2 0 .  assist the Occupational Guidance Co-ordinator in conducting re­
gular follow-up studie s  of occupational students and use question­
naire results and information for improvement in the subject area 
of a ssignment. 
2 1 . assume responsibility for , or aid in, the placement of students upon 
graduation . This should be closely coordinated with the Occupational 
Guidance Co-ordinator. 
2 2 .  schedule regularly planned subject area meetings where more than one 
teacher is involved . Part-time teachers. should be included in these 
meetings . 
2 3 .  develop a library of supplementary instructional materials , reference 
materials , and teaching aid s . 
2 4 .  assist in preparation of the budget for necessary equipment and supplies 
in the subject area of assignment . 
25. assist and work closely with Divi�ion Chairmen and Assistant Dean of 
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Occupational Educetion i n  the preparation of the One and Five 
Year Plan for the State Board of Vocational Education. 
2 6 .  maintain a n  up-to .. date inventory of all equipment and supplie s .  
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AGRICULTURAL BUSINESS 
The Agricultural Supply Program Curriculum , a part of the Business 
and Occupational Division, has been designed specifically to provide 
technical training for those students who desire direct entry into the labor 
market. It is a two-year program leading to an a s sociate degree in applied 
science designed to train students in the area of agricultural business esta­
b,lishments , which provide a service to farm production and handle such pro­
ducts as grain , foed , seed , chemicals , fertil izers , and farm equipment. This 
program also provides course work designed for a one -year certificate . In 
addition , the basic core courses are designed for the student to develop mana­
gerial decision making ability , develop technical knowledge in agricultural 
chemical s ,  feeds and feeding , soils and crop s ,  and to develop the skills to 
service the machines common to· today' s agriculture . 
General Program Objectives :  
1 .  to prepare the individual student for employment with a minimum 
of ori'entation in agricultural busines s ,  requiring knowledge and 
skills in agricultural supplies and services . 
2 .  to provide a broad foundation so the graduate can build upon his 
educational experiences by further formal or individual study . This 
foundation 'is intended to be broad enough to enable the student to 
be flexible with technological changes and advance to positions of 
increasing responsibility with a reasonable amount of experience. 
3 .  to provide general education elements in communications ,  accounting, 
psychology, and sociology so the student may be aware of his re­
sponsibilities to be an effective participant within the community in 
which he lives .  
Specific Program Objectives :  
Upon completion of the agricultural busine s s  program , the student should 
be able to: 
1 .  identify what good farm production practices are and to recommend 
improved agricultural production practic�s to farmers according to 
U . S .  D . A . bulletins and agricultural research publications . 
2 .  recommend fertilizer programs based on reports of soil testing labor­
atories .  
1 4  
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3 .  composite the formulation of agricultural chemicals and fertilizers 
needed to supply recommended application given by state labora­
tories .  
4 .  grade grain and test and label seed accroding to state and federal 
regulations • 
5 .  proces s  grain to maintain or improve grade , preserve quality, and 
prepare it for shipment.  
6 .  operate grain handlin g ,  feed mixing, storage processing, and other 
equipment in an approved manner and consistant with acceptable 
safety precautions . 
7 .  balance feed rations for various kinds of livestock ,  which include 
the desired percentage crude protein and the amount of feed.  Cal­
culate the amount of c cncentrate according to Pearson Square Method . 
8 .  sell feed , seed , chemicals , farm equipment, and other supplies 
either on the farm or in the farm supply center . 
9 .  · buy or purchase from a farmer or other agricultural supplier s ,  grain , 
see , and other agricultural products according to federa l,  state, 
and the a gri-busines s  firm polici e s .  
1 0 . prepare advertisements and news releases for local newspapers . 
1 1 .  prepare displays of merchandise for farm supply centers . 
1 2 .  assume responsibility for the perfo.rmance of mechanical ,  hydraulic , 
pneumatic , electrical , or electronic equipment in the agricultural 
busine s s ;  and prepare appropriate technical reports covering equip­
ment operation. 
1 5  
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AGRICULTURAL BUSINESS 
SOILS AND SOIL SUPPLEMENTS # 1 2 1  The course provide s  knowledge of 
physical and chemical properties and soil clas sification; productivity 
characteristics of soil; the relation of environmental factors such a s  
drainage , temperature , and the like to production; plant nutrients; 
relation of fertility to pH level. Laboratory emphasis will be placed 
upon soil testing, fertilizer recommendations , and soil map reading . 
2 - 4 - 4 
TECHNICAL BIOLOGY #1 1 0  A practical cow·se in which biological principles 
and their application to agriculture are emphasized. Special attention 
will be given to the interrelationships between plants , animals and 
microbes .  There i s  a manual fee. 2 - 2 - 3 
TECHNICAL REPORT WRITING #1 37 TI1is course and World Literature 140 
constitute the full survey course in World Literature . The course sur­
vey s ,  in historical context, the literature of Classical Greece and Rome, 
and the literature of the Middle Age s .  The course correlates his tori cal 
survey .with studies of culture and genre . 3 - 0 - 3 
1 6  
INTRODUCTION TO AGRI-13USINESS #1 2 2  This course gives the student a 
broad overview of the vast, complex business of agriculture , the pro­
ducts used by farmers , ways of doing busines s ,  and provides guides for 
succes s  a s  an employee and/or businessman in the agricultural business.  
The types of companies serving agriculture and the types of jobs involved 
are discussed. 3 - 0 - 3 
TECHNICAL MATHEMATICS #1 19 This course provides experiences in Mathe­
matics for first year technical students.  The course is designed to develop 
all of the mathematical skills required in various technical fields . Modern 
Mathematics terminology is used to expres s  ideas of Arithmetic, Algebra , 
and Geometry a s  they apply to technical field s .  3 - 0 - 3 
AGRICULTURE CROP PRODUCTION #1 24 A study designed to develop the under­
standing and abilities in ·the classification of crops , factors determining the 
choice of the species and the variety , crop management practices ,  harvesting 
grain and feed crops and certified seed. Laboratory projects deal with identi­
fication of various kinds of crops and their seed s ,  identification of weeds 
and their seeds affecting crops , identification of harmful and useful insects , 
and an introduction to herbicides and insectic;;ides used in their control , the 
calibration of machinery used in crop production, and analysis of field pro­
ductivity characteristic s .  2 - 4 - 4 
AGRICULTURE MARKETING #2 21 A study in the principles and practices of marketir 
agriculture products , emphasizing nature of production , marketing system , and 
market for farm products , function s and services performed; selected and gener 
problems in pricing major commodities in choosing outlets , and finding better 
markets . 4 - 0 - 4 
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AGRICULTURE POWEJ� AND EQUIPMENT # 1 5 6  The course i s  designed to give 
students practice in safety, operation and maintenance of mechanical, 
hydraulic and electrical power equipment, surveying and planning the 
physical facilities and layout of agriculture structure s ,  driveways and 
facilities on a site for farm ·-r f;--"Y\ supply. Laboratory emphasis i s  
placed on the use of manuaJ � fo,,. c;pecific equipment. Concurrent with 
Crop Production 1 2 4 .  2 -· 4 · 4 
TECHNICAL BOTANY #1 1 1  A practical course in which plant biology will be 
' 
studied with special empha sis on areas related to agriculture . There i s  
a manual fee . 2 - 2 - 3 
SUPERVISED OCC UPATIONAL EXPERIENCE #22 7  Placement of the student with 
an agricultural busine s s  for full-time training experienc e .  The occupational 
experience i s  to be related to rrevt0us cla s s  instruction and to familiarize 
the student with actual situ3Uons tn basic store skills consisting of retail 
facilities , merchandising, and business transactions necessary for retail 
operation s .  The college agriculture instructor and employer will supervise 
and evaluate the trainee . 1 - 36 - 1 0  
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AGRICULTURE MERCHANDISING AND SJ\LES #153 The course deals with merchan­
dising and salesmanship as it affects farm business supplie s .  It i s  de­
signed to develop a maximum of understanding and ability to make a market 
survey; building, budgeting and writing advertisement and designing di splays . 
Practical application and development of sales techniques by demonstration. 
3 - 2 - 4 
SUPERVISED OCCUPATIONAL EXPERIENCE #229 A continuation of occupational 
experience with an agriculture busine s s . An introduction to basic management 
skills in the areas of purcha sing and financial control .  The s tudent is given 
the opportunity to apply principles learned in the related class to actual 
methods and practices used in the agriculture busine s s . The college agri­
culture instructor and employer will supervise and evaluate the trainee . 
0 - 1 6  - 4 · 
AGRICULTURE CHEMICALS #1 55 This course i s  de signed to teach a basic under­
standing of general chemistry a s  related to agricultural chemicals . Major 
emphasis is placed on the proper uses of herbicides , insecticides of crops 
and livestoc k ,  and the safe use of these chemica ls . An understanding and 
interpretation of the labels are required of the student of the different agri­
cultural chemicals . 2 - 2 - 3 
LIVESTOCK PRODUCnON �tl 52 This course provides a basic understanding of 
livestock care , production and management of dairy cattle , beef cattle , 
swine and poultry. Emphasis i s  placed on liv8stock nutrition , giving the 
s tudent an understanding of the mono-gastric and ruminant digestive system, 
essential nutrients , feed ingredients and additives ,  and balancing of rations . 
3 - 4 - s 
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AGRICULTURE BUSINESS MANAGEMENT #1 5 1  Economic principles applied to 
the organization and operation of agriculture business; purcha sing, margi n s ,  
markup and pricing; budgeting; record analysis; inventory control , functions 
of management and the study of credit as it applies to the farm and farming 
supply . Laboratory sessions give the student an opportunity to study and 
apply principles to actual methods and prac.tfces of the busine s s . 
Prerequisite: Introduction to Agri - Business 1 2 2  and Agriculture Merchandi sing 
and Sales 1 5 3 .  3 - 2 - 4 
SUPERVISED OCCUPATIONAL EXPERIENCE #231 Advanced occupational experience 
with an agriculture busines s .  The student will work close with the manager 
in applying the principles of management and financing learned in the related 
class instruction to actual practices used in making managerial decisions . 
The college agriculture instructor and employer will supervise and evaluate 
the trainee. 0 - 32 - 8 
PRINCIPLES OF ACCOU NTING I #101 This course serves basic accounting 
principles ,  dealing primarily with the single proprietorship, books of 
original entry, and the preparation and interpretation of financial statements . 
3 - 0 - 3 
1 8  
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AGRICULTURE 
Advisory Committee 
Mr. B .  K .  Cohlmeyer 
Hoyleton, Illinois 62803 
Mr. Bob Brink 
Route l 
Ridhvie w ,  Illinois 6 2 8 7 7  
Mr. Lewis Swagler 
Shattuc , Illinois 62283 
Mr. Alvin Schnitk(\r 
Route 1 6 1  East 
Centralia ,  Illinois 62801 
Mr. Rollie Eakin 
Route 2 
Vandalia , Illinois 6 2 4 7 1  
Mr. Paul Bryant 
1 1 04 Manchester Road 
St. Louis, Missouri 6 3 1 2 2  
Mr. Richard Schnake 
Hoyleton ,. Illinois 62803 
Mr. John Evans 
Box 3 5 9  
Salem , Illinois 6 2 8 8 1  
Mr. Carter Hanner 
Route l 
Patoka, Illinois 62 875 
Mr. Clarence Suess 
Box 6 9  
Greenville , Illinois 62246 
Mr. Jerry Rakers 
Rural Route 
Carlyle , Illinois 62231 
Mr. Ed Thuron 
No 5 Lincoln Drive 
Mt. Vernon , Illinois 62864 
Mr. Herschel Kasten 
Box 1 0 2  
Hoffman, Illinois 6 2 2 5 0  
Mr. Clinton Wedekemper 
Rural Route 4 
Carlyle , Illinois 6 2 2 3 1  
Mr. Robert Barter, Instructor 
Meeting Schedule: 
Called as needed 
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AIR CONDITIONING AND REFRIGERATION 
The Air Conditioning Program at Kaskaskia College is  a part of the 
Occupational Division and is  designed to train students to enter the Air 
Conditioning bu::;i.nes s .  The y;:aduates can work both in sale& and r�pair 
of air conditioning and refrigeration . 
General Program Objective s:  
1 .  to prepare the student for employment in the air conditioning 
business starting at a higher level than one with no training. 
- / 
2 .  to provide a broad foundation so the student can build upon 
his educational and work experiences . This foundation will 
provide the student with the ability to accept responsibility 
in our changing society. 
3 .  to provide general education elements in accounting , commun­
icptions ,  psychology rtnd sociology so the student may be aware 
of his responsibilities to be an effective participant within the 
community in which he live s .  
Specific Program Objective s: 
Upon completion of the Air Conditioning Program, the student should: 
1 .  underntand fundamentals of refrigeration tools and materials , 
basic refrigeration systems and compres sor construction and 
system s .  
2 .  understand refrigerant controls , electric m.otors , and electric 
controls . 
3 .  know what systems the various refrigera nts are used in . 
4 .  undei·s tand domestic hermetic systems and mechanisms , domestic 
refrigerator and freezer cabinets , and the servicing of these units. 
5 .  understand c ommercial systems , applications , in stallations 
and the service of these units. 
6 .  understand absorption systems , principles and application s .  
2 0  
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7 .  unders tanu fundamentals of Air Conditioning. 
8 .  understand heating and humidifying systems .  
9 .  understand cooling and dehumidifying systems . 
1 0 .  be able to service , clean and repair the various systems .  
1 1 .  be able to service Automobile Air Conditioning. 
1 2 .  understand heat pump systems,  principles and applications. 
2 1  
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AIR CONDITIONING AND REFRIGERATION 
BASIC AIR CONDITIONING AND REFRIGERATION I #1 1 0  This is a beginning 
course in the field of air conditioning. Identification of components , 
tools , fittings used in the field . Lab work will be done to clarify heat 
removal and transfer, measurements , heat categories and gases. 2 - 4 - 4 
WELDING #174 This course provides the instruction at a beginning level for 
welding technique and applications of electric welding . Procedures on 
AC-DC , Mig , and Tig welding will be included using different types of 
metals and operations . 1 - 2 - 2 
BASIC ELEC TRICITY #180 Basic circuits of electricity will be studied as they 
apply to power , magnetism,  relays and switches , transformers , inductance 
and capacitance , and electrical calculations and measurements . 2 - 4 - 4 
BASIC AIR CONDITIONING AND REFRIGERATION II #1 20 Continuation of Basic 
Air Conditioning and Refrigeration I with emphasis on fluid s ,  pressure , com­
pression cycle , absorption refrigeration, refrigerants , lubrication systems 
and refrigeration circuit problem s .  Prerequisite: Basic Air Conditioning 
and Refrigeration I #1 1 0 .  2 - 4 - 4 
YEAR-ROUND AIR CONDITIONING #140 This course will provide the student with 
an understanding of the body reactions to changes in climatic conditions 
and develop a knowledge and understanding of various inpurities that cause 
discqmfort and how they may be removed from the air and the standards 
necessary to assure comfort conditions as they apply to c omfort standard s ,  
blueprint reading , working diagrams , building construction , heat transfer , 
psychrometrics ,  winter air conditioning (heating) , summer air conditioning 
(cooling) , and equipment maintenanc e .  Prerequisite: Basic Air Conditioning 
and Refrigeration I #1 20 2 - 4 - 4 
TECHNICAL PHYSICS #1 97 The laboratory solution and reporting of industrial 
problems by use of the basic theory of physics; and mechanical, contact, 
pneumatic , hydraulic , op.tic al , and elecb·onic measuring instruments in 
current industrial use. 2 - 4 - 4 
COMMERCIAL REFRIGERATION I #1 5 0  A course to acquaint students with early 
and present day commercial refrigeration and its applications. Students 
will learn various types of units used in the proces s ,  display and trans­
portation of products as they apply to storage �onditions and temperatures , 
evaporators,  defrosting method s ,  compressor s ,  condensers , pres sure re­
ducing devices , insulation, load calculations , installations ,  initial start­
up,  and service problems . Prerequisite: Basic Air Conditioning and Refrig­
eration II # 1 2  0 2 - 4 - 4 
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AIR CONDITIONING I Jfl30 This is a lecture and laboratory study of heat 
loads , air di stribution , air pressure s ,  duct system, air handling equip­
ment, air system balance , controls and trouble shooting. Prerequisite: 
Basic Air Conditioning and Refrigeration #1 2 0  2 - 4 - 4 
BLUE PRINT READING #190 This course is designed to familiarize students with 
the drawings neces sary in building and installations as they apply to the 
building trades . The area of study will include interpreting the wa-k to be 
done from a blue print . 1 - 2 - 2 
COMMERCIAL REFRIGERATION II #1 65 A continuation of Commercial Refriger­
tion #150 with emphasis on design, diagnosis and installations. Prere­
quisite : Commercial Refrigeration #150 2 - 4 - 4 
AIR CONDITIONING II #1 35 A continuation of Air Conditioning I with emphasis 
on testing and diagnosis on commercial air conditioning systems . Prere­
quisite: Air Conditioning #1 30 2 - 4 - 4 
POLITICAL SCIENCE #1 01  Historical and development, organization of national 
government;, the federal system; the national Constitution; civil and political 
rights; party system; structure , JJuwers, and procedures of legislative , 
executive .t and judicial departments in the national government are studied . 
Empha sis is placed on the provisions of the Federal Constitution and the 
Constitution of the State of Illinoi s .  3 - 0 - 3 
AUlD HEAT AND AIR CONDITIONING #260 This course will cover the diagnosis 
and repair of heating and air conditioning units in autos and trucks and in­
stallation of air conditioning units in autos and trucks . 1 - 2 - 2 
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AIR CONDITIONING & REFRIGERATION 
Advisory Committee 
Mr. Louis Logullo 
Fowler Company 
2 1 7  East Second 
Centrali a ,  Illinois 62801 
532-5638 
M r .  Ray Gettinger 
5 2 0  East Calumet Street 
Centralia , Illinois 62801 
Mr. Virgil Bush 
1 0 70 St. Clair 
Carlyle , Illinois 62 231  
5 9 4-3345 
Toennies Service Company 
Albers , Illinois 6 2 2 1 5  
Mr. Avery Leuty 
Leuty' s Radio & Television Service 
Salem , Illinois 62881  
Mr. Alois Booker 
Booker' s Tin Shop 
209 South Washington 
Salem, Illinois 62881 
548-1295 
Mr. Rank Sachtleben 
Trailer Sales 
Route 1 2  7 South 
Na shville , Illinois 62263 
Mr. Ben Hempen 
Hempen Hardware 
New Baden , Illinois 62265 
Mr. Donald Wilkins 
Rural Route #3 
Centralia , Illinois 62801 
Mr··. Harvey Wooden, Instructor 
Meeting Schedule: 
Called as needed 
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AUTO BODY REPAIR 
The Auto Body Program at Kaskaskia College is a part of the Occupational 
Division and i s  designed to train students to enter directly into the body and 
fender repair business . The graduate of the Auto Body Program will most gen­
erally find employment in the Auto Body Repair Shops within the College district. 
General Program Objectives: 
1 .  to prepare the student for employment in the Auto Body trad e .  
2 .  to provide the student with knowledge and experience for a successful 
career as an Auto Body specialist. 
3 .  to provide general education so the student can become an asset to 
society in which he lives . 
Specific Program Objective s:  
The student should be able to: 
1 .  recognize different types of Auto Body construction .  
2 .  do basic metal straightening. 
3 .  • fill dents 
4 .  remove dents and straighten panels using power tools .  
5 .  weld and braze 
6 .  shrink metal 
7 .  replace body component parts 
8 .  align frame, hood, trunk and body panels 
9 .  service door hardware 
1 0  • remove and replace soft trim 
1 1 .  remove and replace glass 
1 2  • service convertible tops 
1 3 .  paint with lacquer and enamel 
1 4 .  use the buffer and polisher 
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AUTO BODY REPAIR 
AUro BODY REPAIR I #1 0 1  Basic principles of automobile construction , 
design and manufacturing are covered in this beginning course.  A 
s tudy is made of angles ,  crown and forming of steel into the contour 
of present day vehicles .  The practical application i s  to have students 
work on autos with fendet and panel jobs covering repair of minor da­
mage. Shrinking , filling , and the application of hammer and dolly tech­
niques are stressed . 1 - 1 6  - 9 
AUro BODY REPAIR II #102 This course is a continuation of Auto Body Re­
pair #101 . Actual work experience on live cars is continued, progress­
ing into repair of a more serious nature . Straightening of doors, hoods 
and deck lids and fitting , ahgning and panel replacement are empha sized. 
Prerequisite: Auto Body Repair #1 0 1  or special permission I - 1 6  - 9 
METAL PREPARATION & FINISHING # 1 0 3  The care and use of the spray gun 
are thoroughly discussed, including adjustments and proper spray tech­
niques by qemonstration and practice on panels of live cars. Methods 
of mixing paints are taught with emphasis on tinting and matching .  All 
types of auto paints will be used, and their advantages and disadvan-
tages regarding spot repair and overall sanding and refinishing are included. 
1 - 4 - 3 
AUro BODY WELDING #104 Techniques in the use of AC-DC and gas welding 
will be stressed . Methods in shrinking, welding on panel replacements, 
brazing, soldering, leading , and mild steel welding will be taught. 1 - 2 - 2 
TRIM & GLASS REPAIR #105 Glass removed, cutting and installation are covered 
in this class . Installation of quarter gla s s ,  door glass , alignment of glass 
and knowledge of door trims and headliners are a part of this course . I - 4 - 3 
AUro FRAME ALIGNMENT #1 06 A study of the proper ·use of hydraulic equipment 
and alignment of bent or damaged frame s .  Practical experience on live frames 
will be stressed . 1 - 2 - .2 
26 
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AUTO BODY REPAIR 
Advisory Committee 
Mr. Mike Smith 
Vandalia Auto Body 
1420 West Randolph 
Vandalia , Illinois 62471 
2 83-0782 
Mr. Richard Sellers 
Ill . State Employment Service 
2 2 4  North Elm Street 
Centralia, Illinois 62801 
532-4741 
Mr. Paul Montgomery 
Montgomery's  I3ody Shop 
Kinmundy, Illinois 62854 
547-7740 . 
Mr. Luther Williamson 
Kirchhoefer Motor Cqmpany 
2 2 8  East St.  Louis 
Nashvqle,  Illinois 62263 
3 2 7- 8 2 5 1  
Mr.  Robert Wright 
1 3 5  Breese 
Central City, Illinois 
533-2333 
Mr. Bill Akins 
Akins Pontiac Inc . 
2 2 1  West Broadway 
Centralia, Illinois 62801 
532-3 7 1 2  
Mr. Tom Isaak 
Isaak's Auto Body 
1 890 Washington 
Carlyle , Illinois 62 2 3 1  
594-2435 
Mr. Harold Crippen 
Crippen' s Auto Body 
1 9 9 1  Franklin 
Carlyl e ,  Illinois 6 2 2 3 1  
594-2857 
Meeting Schedule: 
Called as needed 
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AUTOMO TIVE TECHNOLOGY 
The Auto Mechanics Program at Kaskaskia College is  a part of the 
Occupational Division and is designed to provide training for persons 
de siring to enter directly into the Automotive repair busine s s .  The stu­
dent can earn either an Associate Degree in Applied Science or a Certi­
ficate pertaining strictly to the Auto Repair trade . Either of these programs 
,will provide the student with the neces sary qualifications and skills for 
success as an Auto Mechanic . 
General Program Objectives: 
1 .  to prepare the individual student for employment with ·a min­
imum orientation as he enters the Auto Mechanic trade. 
2 .  to provide a wide variety of experiences for the student so he 
can build a firm foundation as he enters the Auto Mechanic s 
trade. 
3 .  to provide general educational experiences so the student 
can become a responsible and effective participant within 
the community in which he live s .  
Specific Program Objective s:  
. 
Upon completion of the Auto Mechanics Program ,  the student should : 
1 .  understand the basic fundamentals of Automobile operation and 
maintenance. 
2 .  understand the proper techniques in the repair of the different 
phases of automotive mechanics.  
3 .  demonstrate skills in the repair of automobiles . 
4 .  recognize each vehicle a s  a challenge and treat such with respect. 
5 .  be able to establish good rappot with customers . 
6 .  demonstrate skill i n  diagnosing problems with different phases of 
the automotive trade .  
83 
7 .  be aware of employment opportunities in the automobile industry . 
8 .  provide good physical working surroundings . 
9 .  further develop skills and keep abreast of the changing automobile 
trade. 
1 0 .  recognize the importance of performing the job to the best of 
one ' s  ability. 
29 
8 4  
AUTOMOTIVE TECHNOLOGY 
AUTO M ECHANICS I #1 2 0  This is a beginning course designed for students 
who have had no formal training . Basics of the gasoline engine will be 
studied covering such topics a s  hand tools , fuel systems ,  cooling system, 
ignition syst�m, and D . C .  electrical .  Generator, alternator and starter 
servicing, w�th tune-up, and diagnosis equipment used. 2 - 6 - 5 
' . 
i 
BASIC MACHINES� SHOP PRACTICE #130 A study of metals and the methods 
used to form � remove , and harden steel. The study will concentrate on 
work a s  it applies to lathes , grinders , precision mea suring devices , 
drilling operations and setups, a s  they relate to an automotive rebuilding 
shop. 2 - ? - 5 
BASIC ELECTRICITY #180 Basic circuits of electricity will be studied a s  they 
apply to power ,  magnetism, relays and switches , transformer s ,  inductance 
and capacitance , and electrical calculations and measurements . 2 - 4 - 4 
AU TO MECHANICS II #1 60 A continuation of Auto Mechanics I 1 2 0  with the 
addition of brake suspension , alignment, and steering system s .  Prere­
quisite': Auto Mechanics I #1 2 0  or special permission 2 - 6 - 5 
OUTBOARD AND MARINE #154 This course i s  a complete course on inboard 
and outboard water cooled motors . The complete motor will be studied 
with emphasis on repair and diagnosis.  2 - 6 - 5 
I 
I . 
SUSPENSION AND BRAKES #162 Specialization on the brake and suspension 
system will be covered with emphasis on front-end alignment. 1 - 4 - 3 
AUTO POWER PLANT OVCRHAUL AND RE BUILDING #240 A course designed to 
cover the complete practice of a complete overhaul. Machine shop practice 
with the use of the boring bar, honing machine , crank re-building and 
overhaul will be stressed. 2 - 6 - 5 
AUTO SHOP PRACTICES AND PROCEDURES #230 Study of shop manual s ,  job 
sheets , management, estimc. ��s ,  personnel procedures ,  catalogs , and 
warranty work will be covered a s  it pertains to a service or auto installa­
tion . 2 - 0 r 2 
FUNDAMENTALS OF SPEECH #103 This course surveys the fundamentals of 
effective speaking . Emphasis is placed upon· personal adjustments to the 
speaking situation . 3 - 0 - 3 
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PETROLEUM RETAILING #1 7 4 An analysis of current situations , trends ,  and 
problems in the marketing of petroleum and petroleum products common to 
the auto dealership or service station . 3 - 0 - 3 
TRANSMISSIONS #275 A specialization in the design, function , adjts tment, 
maintenance, and repair of transmission s .  2 - 6 - 5 
AUro HEAT AND AIR CONDITIONING #260 This course will cover the diagnosis 
, and repair of heating and air conditioning units in autos and trucks and in­
stallation of air conditioning units in autos and trucks.  1 - 2 - 2 
WELDING #17 4 This course provides the instruction at a beginning level for 
welding techniques and applications of electric welding . Procedures on 
AC-DC , Mig ,  and Ti.g welding will be included using different types of 
metals and operations . 1 - 2 - 2 
TECHNICAL PHYSICS #1 07 The laboratory solution and reporting of industrial 
problems by use of the basic theory of physic s;  and mechanical, contact, 
pneumatic , hydraulic , optical,  and electronic measuring instruments in 
current indu$trial use.  2 - 4 - 4 
3 1  
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.AUTOMOTIVE TECHNOLOGY 
Advisory Committee 
Mr. Bill Akins 
Pontiac Inc. 
2 2 1  West Broadway 
Centralia , Illinois 62801 
Mr.  Bill Gade 1 
American Botors 
7 2 4  North Poplar 
Centralia , Illinois 62801 
Mr. William J. James 
General Manager 
Jennings Dodge Sales 
Route 1 6 1  West 
Centralia , Illinois 62801 
Mr. Edward 'Meier 
2 1 2 1  West Broadway 
Centralia , Illinois 6 2 8 0 1  
Mr. Harold Monk en 
Car City Datsun 
S hattuc Road 
Centralia, Illinois 62801  
Mr. Carl Reed 
Jim Wrape Buick 
5 1 5  North Poplar 
Centralia, Illinois 6 2 8 0 1  
M r .  Wilbert Schmitz 
Service Manager 
Pontiac Inc . 
2 2 1  We st Broadway 
Centralia, Illinois 62801  
Mr.  Al Weigman 
Ford Motor Company 
Carlyle , Illinois 62231  
Mr.  Clyde Dorries 
Ford Motor Company 
Breese , 'Illinois 62230 
Mr. Tom Jantzen 
Jantzen Chevrolet 
Germantown , Illinois 62245 
Mr.  Ora Black , Instructor 
Mr. Richard Blumenstock , Instructor 
Meeting Schedule: 
Called as needed 
Program Objectives :  
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CHILD CARE 
1 .  to become knowledgeable in the general areas of child care 
service 
2 .  to develop an appreciation for and an understanding of the 
procedures which deal with problems in Child Care 
3 .  to develop a ttitudes and a comprehension of the values of 
service 
4 .  to become qualified to serve in job responsibilities 
• J J  
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CHILD CARE 
FUNDAMENTAL CONCEPTS OF BIOLOGY #065 This course considers the 
basic princ:lples and fundamental �oncepts of biology a s  a part of the 
Developmental Learning Program. Credit is applicable toward the 
Associate in Applied Science or the Associate in General Education 
degree but is not applicable toward a transfer-degree program . 
2 - 2 - 3 
PSYCHOLOGY #1 0 1  A general introductory course which seeks to under­
stand human behavior; study units include topics as intelligence , 
motivation, 1 emotions,  frustrations ,  mental health , senses , attention, 
preception , : learning, forge.tting ,  and thinking. 3 - 0 - 3 
IN TRODUCTION !TO CHILD DEVELOPMENT #1 1 1  This is an introductory 
course which concerns the mental, physical ,  and social development ' 
of children.j 3 - 0 - 3 
SOCIOLOGY #10'1 An introductory examination of the Na ture of Group Be­
havior, Soc�al Institutions and Social Processe s .  Emphasis is placed 
on Social Change , Individua lism and Group Pressure s .  3 - 0 - 3 i ' I 
FIRST AID #208 The regulation Standard American Red Cross course in First 
Aid . Principles �rnd practice of first aid; immediate , temporary treatment 
in case of accident or sudden illness before physician arrives . 2 - 0 - 2 
CREATIVE ACTIV ITY (ART) #1 0 9  The nature of the child a t  different stages of 
his growth in terms of his creative expression is studied.  Opportunities 
are provided for students to work with a variety of materials in such 
areas as drawing, painting, print-making, sculpture , and crafts . 
2 - 2 - 3 
CHILD PSYCHOLOGY #2 1 5  This course includes a comprehensive study of 
the child from prenatal development into early adolescence . The objective 
and subjective dimensions of the child's life are studied . Prerequisite: 
Psychology 1 0 1  3 - 0 -· 3 
CHILD CARE PRACTICUM #107 The application of the theory courses to the 
actual care of groups of children in cooperating institution s .  This ex­
perience is structured , supervi sed , and evaluated by the coordinator 
who is a member of the College staff. 0 - 1 6 .  - 4 
TECHNICAL REPORT WRITING #1 3 7 Practice in the techniques of gathering , 
organizing, and presenting technical information by writing technical 
reports based on problems in the student's curriculum. 3 - 0 - 3 
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BIOLOGY # 1 0 1  An introductory course designed to provide for a substantial 
foundation in basic biological principles .  Included will be cellula r ,  
developmental , genetic , evolutionary and ecological aspects . There 
i s  a manual fee. 2 - 4 - 4 
ACTIVITY PROGRl\MMING #202 A study of the activities beneficial to the 
child and methods of integrating these desirable activities into the 
total life of the resident child . 3 - 0 - 3 
FUNDAMENTALS OF SPEECH :U:l 03 This course surveys the fundamentals 
of effective speaking. The emphasis is placed upon personal adjustments 
to the speaking situation . 3 - 0 - 3 
AUDIO-VISUAL MATERIALS #205 . A survey course in current audio-visual 
equipment and materials with special empha sis on teacher-made 
materials . In addition , students will be trained to operate a wide 
variety of audio-visual equipment . All projects are based on properly 
written behavioral objectives .  Prerequisite: None 3 - 0 - 3 
EXCEPTIONAL CHILD 4�269 This is an introduction to the study of children 
who deviate from tha avera<)c in mental, physical , and social charac­
teristics ,  including a study of the characteristics of such children and 
the adaptation of educatioILal procedures of their abilities and disabili­
tie s .  Prerequisite: Psychology 1 0 1  and Sophomore Standing . 
3 - 0 - 3 
SEMINAR IN CHILD CARE #201 The study , discussion , and evaluation of 
current theories of care for groups of children and the problems involved 
in the practical application of these theories . 3 - 0 - 3 
CHILD CARE PRACTICUM #108 A continuation of Child Care Practicum #107.  
0 - 1 6  - 4 
9 0  
C08M-�TOLOGY 
General Objectives: 
1 .  to comprehend and mas er the basic knowledge and techniques 
of beauty culture traini 1g 
2 .  to develop an interest in serving the public 
3 .  to a lways be ready to up-date training with innovative 
and creative styling 
4.. to develop a sense of and an appreciation for values , both 
personally and professionally 
S .  to become qualified as a Certified Beauty Cosmetology Operator 
by passing the State Licensure Board Examination 
Specific Oojecqves: 
1 .  be able to execute hair styles which are adaptable to the patron 
2 .  demonstrate skill in the safe application of all chemical products 
. 
3 .  apply the concepts of. personal hygiene to self and play their role 
in the mai.ntenance of public hygiene for the health of their patrons 
4 .  possess the ability to recognize the grooming needs of each and 
every patron that visits the beauty salon 
5 .  possess the ability of owning, operating , and manageing a beauty 
salon 
' 
6 .  be able to identify skin disorders and treat only those which are 
noncon tagious 
7 .  provide a safe environment and protect the patron ' s  health in the 
beauty salon by practicing sterilization and sanitation measures 
8 .  demoni:;tratc professionr1l ethics in re lation to employers, co-worker s ,  
and Pu trons 
9 .  demonstrate skills i.n the safe application of electrical treatments 
and appliunces 
1 0 .  recognize c�1ch patron a s  an individual and a s  the life-blood of 
the cosmetology profession 
1 1 .  apply ncquirP.d cosmetology knov1ledge in advi sing patrons on skin, 
scalp and huir cari;) 
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COSMETOLOGY 
BEAU1Y CULTURE LAB I #1 1 0  Supervi sed practice i,n the development of 
skills in shampooing, facial s ,  basic hairdres s in g ,  pin curls ,  finger waving ,  
molding, hair shaping, hair coloring , permanent waving and electrical 
device usage . Prerequisite: Admission to Cosmetology Program . 
0 - 33 - 1 1  
BEAU1Y CULTURE THEORY I #1 1 2  Study of sanitation and sterilization a s  
applied to the beauty culiurist and the clinic. Areas emphasized include 
structure and chemistry of the hair and skin; hair coloring, permanent 
waving� disorder of the scalp, hair and skin , use and effects of electricity 
and therapeutic lights .  Prere9uisite: Admission to Cos metology Program 
6 - 0 - 6 
ELECTRICAL DEVICES #1 1 4  A course designed to familiarize the student with 
the basic concepts of electricity and electrical devices a s  used and applied 
in a beauty culture setting.  Prerequisite: Admission to Cosmetology Pro­
gram 1 - 3 ,_ 2 
BEAU1Y CULTURE LAB II #120 Supervised clinical application in the development 
of skills in hair coloring , toning, tipping, frosting, corrective coloring, 
permanent waving, advanced hair styling , corrective make-up, theatrical 
and television make-up, creative hair design and wiggery. Prerequisite: 
Beauty Culture Lab· I 0 - 3 3  - 1 1  
BEAU1Y CULTURE TH�ORY II #122 Study of sanitation and s terilization a s  
applied to the beauty culturist and the c linic . Included are chemical 
compositions of materials used in beauty culture and their effects on the 
skin, scalp and hair, and the study of various body system s .  Prerequisite: 
Beauty Culture Theory I 6 - 0 - 6 
BEAU TY CULTURE I.AB III #130 Supervi sed clinical application in the development 
of scalp treatments and hair conditioners . Pra ctical problems of salesman­
ship,  inventory, salon management, receptionist and profe ssional ethics 
are included as well a s  Illinois Law pertaining to beauty culture . Prere­
quisite: Beauty Culture Lab II 0 - 1 5  - 5 
BEAUTY CULTURE THEORY III # 1 3 2  Written examination covering all courses 
listed in the beauty culture curriculum. Prerequisite: Beauty Culture 
Theory II 3 - 0 - 3 
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POST GRADUATE BEAUTY CULTUHE TEACHER TRAINING #140 This course 
provides 500 hours of post graduate training covering all subjects in 
the basic curriculu m ,  including theory and practice .  Prerequisite: 
Beauty Culture Lab II and Beauty Culture Theory III 5 - 27 - 1 3  
PSYCHOLOGY :jf1 0 1  A general introductory course which seeks to understand 
human behavior; study units include topics a s  intelligence , motivation, 
emotions , frustrations ,  mental health , s enses , attention , preception, 
learning ,  forgetting and thinking .  3 - 0 - 3 
PRINCIPLES OF BEAU'IY CULTURE STUDENT TRAINING #1 5 0  Complete know­
ledge and preparation of su.bject matter , lesson plan development, student 
motivation, variety of methods of pre sentation , testing and related topics 
are covered in this 200 hour course. Prerequisite: Post Graduate Beauty 
Culture Training 4 - 1 2  - B 
BUSINESS EXPERIENCE #152  Maintaining supply inventorie s ,  keeping records , 
interviewing prospective students , and a ssisting in the buying and hand­
ling of supplies will be emphasized in this 50 hour course. Prerequisite: 
Post Grad.uate Beauty Culture Teacher Training 1 - 2 - 2 
SUPERVISED TEACHING :JH54 Actual teaching in both the theory and practical 
aspects of beauty culture , totaling 200 hours , and supervised by a li­
censed instructor. Prerequisite: Post Graduate Beauty Culture Teacher 
Training 4 - l ·2 - B 
3 0  
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COSMETOLOGY 
Advisory Committee 
Mrs . Mary Clark 
Cinderella Beauty Shop 
30 l East Adams 
Na shvill e ,  Illinois 62263 
3 2 7-8272 
Mrs. Norma Markham 
324 Janet Drive 
Centralia , Illinois 62801  
532-2737 
Mrs.  Margie Shanafelt 
Merle Norman Cosmetics Studio 
1 50 9  West Broadway 
Centrali a ,  Illinois 62801 
532-9231  
Mrs. Midge Allen 
Carousel Beauty Salon. 
1 81 0  Washington 
Carlyle , .Illinois 6223 1 
Mrs . Lewis Dobbs 
1 3  2 South Broadway 
Centralia , Illinois 62801 
Mrs. Shirley Miller 
Hawthrorne Road 
Salem , Illinois 6 2 8 8 1  
548-0 2 1 6  
Mr. Robert Huff 
2 0 7  East Oglesby 
Salem , Illinois 62881  
Mrs. Edie Gansauer 
Edie ' s  Beauty Shop 
3 3  6 South Pine 
Centralia , Illinois 62801  
Mrs . Kathy Fields 
3 1 0  South Walnut 
Centralia , Illinois 6 2 8 0 1  
Mrs . Clara Daugherty 
1 40 9  Case 
Gen tra lia , Illinois 6 2 80 1 
532 -5403 
Ms . Ruth Sussenbach 
Rura 1 Route #2 
Greenville , Illinois 62246 
Mrs . Betty Wilkerson , Instructor 
Meeting Schedule: 
Called as needed 
3 9  
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DATA PROCESSING 
General Program Objectives :  
I .  to develop skills requisite for employment a s  a Computer 
Programmer 
2 .  to develop skills which would enable the student to elect 
alternate employment as an operator or serve in other areas 
of data control 
3 .  to develop skills,  techniques and attitudinal relationships 
which would provide employment possibilities and enhance 
prospects of job pr�moti.ons 
4 0  
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DATA PROCESSING 
PRINCIPLES OF ACCOUNTING I #101 This course- serves basic accounting 
principles ,  dealing primarily with the single proprietorship, books of . 
original entry , and the preparation and interpretation of financial state­
ments . 3 - 0 - 3 
PUNDAMENTALS OF DATA PROCESSING #1 1 6  This is an introductory course to 
provide a background in the field of computers and modem Data Processing. 
The major four are a s ,  covered in some detail, are the Historical Develop­
ment of Data Proce ssing, Punched-Card Data Processing, Electronic Data 
Processing, and Computer Programming and Systems Design. 2 - 4 - 4 
COMPUTER PROGRAMMING #1 1 9  This course introduces the basic concepts 
of computer programming, Detailed instruction i s  provided in either RPG 
or a symbolic type language . Case studies are used to provide practical 
knowledge of computer functions and capabilities . Time permitting , the 
student i s  introduced to the principle s of Fortran, a problem-solving 
language . · 2 - 4 - 4 
BUSINESS SYSTEMS #120 This course provides the student with an understanding 
of the structure and function of modern computerized busine·ss syste m .  Em­
pha sis is placed on system analysis as opposed to system design. Topics 
studied include forms design, information gathering technique s ,  coding and 
methods of evaluation and review. Prerequisites; Busine s s  Organization 
and 0Management and/or Fundamentals of Data Processing 1 1 6  2 - 4 - 4 
MATHEMATICS #1 01 Modern elementary mathematics covers set theory , system s , 
fundamental operation s ,  with whole numbers ,  fractions , decimals ,  percen­
tage , rational and real numbers , a nd structure of systems . 3 - 0 - 3 
MATHEMATICS #102 Understanding basic mathematics i s  a continuation of 
Mathematics 1 0 1  covering elements of algebra , formula s ,  equation s ,  
graphs , progressions I ana annuities . Elements of geometry and trigon­
ometry are studied , including topics of logarithms,  are a s ,  volumes and 
angle functions . Prerequisite: Mathematics 1 0 1  or two years of high school 
mathematics 3 - 0 - 3 
PRINCIPLES OF ACCOUNTING II #1 02 This course deals primarily with the 
accounting principles of partnerships and corporations .  Included therein 
is a study of departmental and budgetary accounting a s  well a s  financial 
statements . Prerequisite: Accounting 1 0 1  3 - 0 - 3 
SYSTEMS DESIGN #1 23 This course provides the ability to specify complex 
computer operations in simple form s . ·, Designed to familiarize the s tudent 
with the purpose and function of the various types of programming systems .  
Prerequisite: Business Systems 1 2 0  2 - 4 - 4 
9 6  
COMPUTER PROGRAMMING #1 25 This course is essentially irrtended to in­
struct the student in the practical use of cobol a s  a computer programming 
language. Case studies utilizing mognetic tape , random access devices 
and punched cards will be used to provide the student with as thorough 
an understanding of cobol applications a s  i s  possibl e .  2 - 4 - 4 
ADVANCED COMPUTER CONCEPTS #127 This course is designed to give students 
an inside look a t  the computer. Special attention is given to the UNIVAC 
9300 computer , its functional characteristlcs, architecture and programming 
systems. Additional instruction will feature I/O devices , direct access 
storage concepts ind an introduction to the techniques of multiprocessing, 
multiprogramming :ind teleprocessing. There will be some laboratory. 
Prerequisite: Fun lamentals of Data Processing 1 1 6  2 - 2 - 3 
TECHNICAL REPORT wmTING #1 3 7  Practice in the techniques of gathering I 
organizing , and pr<-'senting technical information by writing technical 
reports based on prublems in the student ' s  curriculum. 3 - 0 - 3 
DATA PROCESSING & MANAGEMENT #2 15 This course is designed to acquaint 
the student with the organization a nd management of Electronic Data 
Processing department . Instruction will include file organization tech­
niques and work scheduling, with particular attention given to the role of 
the manager in department control and the coordinator of the department 
functions with all pha ses of the total management operation. 3 - 0 - 3 
ADVANCED COBOL #1 2 8  This course i s  designed to present both an intro­
duction to magnetic tape and direct access devices and the programming 
methods used for these devices .  The programming language to be used 
for this purpose is an ·advanced concept of Cobol . The course is 11 problem 
oriented" .  All problem solving is accomplished on the UNIVAC 9300 Com­
puter operating under DOS. laboratory i s  required . Prerequisite: Compu-
ter Programming 1 2 5  2 - 4 - 4 
DATA PROCESSING PRACTICUM �r25 0  This course is designed to provide on­
the-job experience for the s tudent . He will become involved in real pro­
blems emanatlng from actual data proce ssing situations . Prerequisite: 
System Design #123 1 - 1 2  - 4 
PSYCHOLOGY" #i 0 1  i\ general introductory course which seeks to understand 
human behavior; study units include topics as intelligence , motivation , 
emotions , frustrations ,  mental health ,  senses , a ttention , preception, 
learning, fm·getting,  and thinking . 3 - 0 - 3 
FUNDAMENTALS OF SPEECH #103 This course surveys the fundamentals of 
effective speaking . Emphasis is placed upon personal adjustments to the 
speaking situation . 3 - 0 - 3 
97 
STATISTICS #221 Collection , tabulation, and graphic presentation of data , 
averages , and index numbers , economic trends , cycles , correlation , a nd 
applica ti.on are studied. 3 - 0 - 3 
DATA PROCESSING PRACTICUM #25 1  A ·continuation of Practicum 250 . Prere­
quisite : Data Processing Practicum 2 5 0  1 .- 1 2  - 4 
9 8  
DATA PROCESSING 
Advisory Committee 
Mr.  John Altadonna 
Post Office Box 443 
Sandova l ,  Illinois 6 2 8 8 2  
M s .  Betty Brandon 
Data Processing Instructor 
M t .  Vernon Township High School 
Seventh and Casey 
Mt. Vernon , Illinois 62864 
Mr. Steve Horstmann 
Data Processing Director 
Ashton-Stanford 
Route 50 West 
Salem , Illinois 6 2 8 8 1  
Mr. G. H .  Mahr 
St . Mary's Hospital 
400 North Pleasant 
Centralia , Illinois 62801 
M r .  Gerry Rahm 
Director of Data Processing 
Centralia Cartage Company 
650 West Noleman 
Centralia, Illinois 62801 
Mr . Mike Schwartz 
Uni-Com Data Processing Service 
Route 1 6 1  East 
Centralia ,  Illinois 62801 
Mr. Bill Wilkerson 
Data Processing Director 
Hollywood Brands , Incorporated 
836 South Chestnut 
Centralia, Illinois 62801 
M r .  Fred Mc Kane, Instructor 
Meeting Schedule: 
Called as needed 
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DENTAL ASSISTING 
General Objectives: 
l • to comprehend the body of knowledge, to develop those skills 
and to learn those procedures which are requisite to serve effi­
ciently as a Certified Dental Assistant 
2 .  to develop a.ttitudes and encourage clinical techniques which, . , 
in cooperation with the Dentist, provide an experience of serVlce 
rather than fear for the patron 
3 .  to qualify as a Certified Dental Assistant in the State of Illinois 
4 .  to find employment a s  a Certified Dental Assistant 
5 .  to keep abreast of the new procedures ,  techniques and fund of 
knowledge in the ever changing technology of Dental Assisting 
Specil Obj ective s :  
All students enrolled i n  the Dental Assisting Program shall receive 
instruction, and develop competence in the following: 
1 .  ·orientation to dentistry, dental assisting and the dental health team , 
ethics and state laws , and community services 
2 .  anatomy of the oral structures ,  including tooth morphology 
3 .  science of dental materials , including manipulation , related 
basic aspects of chemistry, physics and mathematics 
4 .  dental nomenclature and terminology 
5 .  diet and nutrition, pharmacology, oral pathology, bacteriology, 
sterilization and the transmission of disease 
6 .  office emergencies and first aid 
7 .  oral radiographic techniques ,  safety and processing 
8 .  chairside assisting methodology 
9 • office laboratory procedures 
1 0 .  clinical instruction and faculty supervised experience 
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1 1 .  office management techniques and procedures 
1 2 .  communication skills and typing 
1 3 .  dental health education 
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DEN"'A T nHSP3TING 
Applicants for Dental Assisting must meet the following admission require­
ments: 
1 .  High School Diploma or G . E . D .  Certificate 
2 .  At least 1 8  years of n.qP 
3 .  Physical and d0�t:il ' · · .,. in . 'lions on file 
4 .  Personal interview with and approval of Dental Assisting faculty 
DENTAL SCIENCE #1 1 0  This course will acquaint the students with areas of 
anatomy and physiology, bacteriology, oral pa tho logy and pharmacology, 
and should be able to identify anrl rP.cord deviations from normal clinical 
fe.ature s of the head, necJ .:t r  :l ·r .' cavity, and making the charting of 
all dental conditions .  · Prere4tJisite: Admission to Dental Assisting Program 
2 - 0 - 2 
DENTAL MATERIALS # 1 1 4  Materials used in the dental office will be studied 
with emphasis on temporary and permanent restorative materials , waxe s ,  
and impression materials with lab experience i n  making models and pre ­
parations of casts or dies , ability to use laboratory motors , properties , 
and uses of all impression materials. Prerequisite: Admission to Dental 
Assisting Program 2 - 4 - 4 
PREVENTIVE DENTISTRY #1 1 8  The knowledge to consi stently be able to identify 
patient' s  individual needs for oral health instruction , select appropriate 
oral home care procedures ,  should be able to prepare and isolate teeth for 
application of anticariogenic agents a s  prescribed by the dentist .  Prere-
quisite: Admission to Dental Assisting Program 2 - 0 - 2 . .  
PRECLINICAL ORIEN TATION #128 Restorative and clinical areas ,  iiicl�ding 
the knowledge of name, size design, and general use of all instruments 
commonly employed in dental office ,  prosthodontics ,  pedodontic s ,  perio­
dontic s ,  endodontics , oral surgery , and anesthia are discussed. Intensive 
practice will be given in procedures of all types of "four-handed" dentistry. 
Prerequisite: Admission to Dental · Assistlng Program 2 - 4 - 4 
DENTAL COMMUNICATIONS 4tl 4 9  The proper use of telephones-handling and 
communications with people , using pleasant and distinct manners in ordi­
nary conversations ,  including tact ,  courtesy., efficient and business-like 
manner; and the proper method of telephoning a patient regarding collection 
of bills is discussed. 1 - 0 - 1 
ROENTGENOLOGY #130 The ability to make radiographic surveys that can be 
4 7  
used effectively in diagnosis without exceeding a safe bumber of re-exposures ,  
applying accepted principles of x-radiation of hygiene . Prerequisite: Ad­
mission to. Dental Assisting Program 1 - 2 - 2 
1 0 2  4 8  
ROENTGENOLOGY # 1 3 1  A continuation of Roentgenology #130 with a depth 
study of proper x-radiation. Clinical experience should include surveys 
of patients with permanent dentition, primary dentition, and of edentu- · 
lous patients . Prerequisite: Second Semester standing in Dental Assisting 
Program 2 - 4 - 4 
DENTAL IAB PROCEDURES #1 3 2  The maintenance and care of dental equipment, 
in the operating room and in the dental lab, including s terilization, ordering, 
handling, and storing of supplies will be covered . Prerequisite: Second 
Semester standing in Dental Assisting Program 2 - 4 - 4 
CLINICAL PRACTICE #134 Assignments to one or more on-the-job training or 
simulated stations also, to inc�ude informal education programs for the 
preparation of future auxiliaries such as intra-oral functions a s  taking 
impres sions for study casts , applying topical anesthetic agents and 
removing sutures and dressings , applying topical anesthetic agents follow­
ing precautions and unnecessary patient discomfort. The profes sional 
providing instruction must be willing to devote the time necessary to teach 
a function thoroughly and to as sune responsibility for assuring that the 
auxiliary will achieve competence before providing services to patients . 
Prerequisite: Second Semester standing in Dental Assisting Program . 
0 - 20 - 5 
DENTAL ETHICS AND LAYV_ #1 3 8  I;amiliarity with the ethics of the dental pro­
fession, the American Dental Association, and the American Dental Assis­
tants Associa toin, the history of dentistry, legal responsibilities ,  under­
standing of duties , which may he prohibited by the dental practice act of 
the state , and the ability to work cooperatively with other auxiliary per­
sonnel is accented . 1 - 0 - 1 
MEDICAL CLERICAL PRACTICE #140 Understanding of filing systems used in 
dental office s ,  dental terminology sufficient to permit appropriate pro­
cessing, processing an active efficie11t appointment and recall system for 
patients and others , knowledge of auditor and withholding taxes , recall 
system t collections Of accounts t and making appointments is  covered • 
Prerequisite: Second Semester standing. in Dental Assisting Program or 
equivalent of high school · Bookkeeping and Typewriting. 2 - 2 - 3 
CLINICAL ORAL HYGIENE #210 Skills in the use of polishing instruments to 
remove all plaque and extrinsic stains from exposed surfaces of teeth and 
turnish from restorations , wiL"1out trauma to the givgiva or teeth will be 
stressed. Tooth morphology and anatomy of the oral cavity as they relate 
to retention of plaque and stain and polishing techniques will also be em­
phasized. Prerequisite: Certified Dental Assistant or Special permission 
of the Dean of Instruction . 2 - 4 - 4 
1 03 
PRE-CLINICAL ORIENTATION #22 8  A continuation of Pre-Clinical #1 2 8  which 
shall include restorative ai·d .,,,pportive procedures in placing and re­
moving rubber dams , placing · H'ld ::-emoving matrices and placing and re­
moving temporary restoratl01:F- . Prerequisite: Certified Dental Assi stant 
or permission of the Dean of 1 n struction . 2 - 4 - 4 
DENTAL MATERIALS #214 A continuation of Dental Materials # 1 1 4  which shall 
include techniques in placing, carving and finishing amalgam , resin, com­
posite and silicate cement restorations. Also removing excess cement from 
coronal surfaces of the teeth will be stressed . Prerequisite: Certified 
Dental Assistant or pennis-;�C'n of the Dean of Instruction. 2 - 4 - 4 
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DENTAL ASSISTING 
Advisory Committee 
Dr. W. E .  Stringer 
1 0 1 1  North Eighth 
1Vandalia, Illinois 624 7 1  
Dr. David Kirchner 
7 0 2 Church Street 
Germantown , Illinois 6 2 2 4 S  
Dr. William Hentze 
Alternate Route 4 0 
Greenville , Illinois 62 24 6 
Dr .  Norman Horenkamp 
1 1 8  North Oak 
Trenton , Illinois 62 29 3 
Dr. E .  s .  Clarke 
S 1 6  South Locust Street 
Centralia, Illinois 62 801  
Dr. R .  J C  Mick 
1 S lS East Second 
Centralia, Illinois 62 801  
Dr. Robert M.  Gordon 
Route SO East 
Salem , Illinois 6 2 8 8 1  
Dr. V.  H .  Eversgerd 
7 02 C hurch Street 
·Germantown , Illinois 6224 5 
Shirley Hines 
clo Dr. W. Van Horne 
606 East Main 
Salem , Illinois 6 2 8 8 1  
Lorraine Bassett 
1 33 3  East Sixth 
Centralia, Illinois 62 801  
Nancy Darling , Instructor 
Meeting Schedule: 
Called as needed 
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ELECTRONICS TECHNOLOGY 
:;eneral Program Objective s :  
The two-year Electronics Technology curriculum i s  designed a s  a 
:undamental and practical program to satisfy the prerequisites that will 
iualify the graduate to perform entry job functions in any one of a variety 
')f occupations in the field of Electronic s .  
The program i s  also designed to provide a broad foundation so the 
Jraduate can build upon his educational experiences by further training 
:it other institutions , industry sponsored progra m s ,  or individual study. 
Specific Program Objective s :  
Upon completion o f  the Electronics Program , the student should be 
able to: 
1 .  demon�tra te skill in operating various electronics test instru­
ments , perform basic tests and measurements and have a know­
ledge of the capabilities and limitations of test equipment. 
2 .  develop techniques and procedures for the investigation of 
electrical phenomena so that he will ha ye the ability to work 
on .his own without direct supervision . 
3 .  identify and recognize common electronic circuits and e stimate 
circuit parameters and determine circuit functions . 
4 .  identify and recognize " state of the art" circuit design. 
5 .  effectively use schematic diagra m s ,  handbooks ,  specification 
sheets , and service manuals .  
6 .  11 breadboard 11 circuits from diagra m s ,  optimize circuit compo­
nent values ,  prototype the unit, and perform the necessary tests 
and measurements on the uni t .  
7 .  recognize dangers in handling electronic apparatus and practice 
approved safety practices and precautions .  
8 .  recognize proper performance or malfunction , diagnose an electrical 
malfunction using logical troubleshooting procedures and be a ble to 
make decisions a s  to what must be done to restore satisfactory 
performance and test for same. 
5 1  
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9 .  design basic electronic circuits and have a working knowledge 
of their functions in a variety of applications . 
1 0 .  demonstrate skill and proper use of basic electronic hand tools. 
1 1 .  show a knowledge of the functions and operation of vacuum 
and solid state devices in a variety of application s .  
1 2 .  draw graphic displays of systems and draw block , function and 
schematic diagrams in accordance with proper drafting techni­
que s .  
1 3 .  effectively communicate ·in written and verbal electronic term s .  
1 4 .  pass F .  C .  C .  Second Class Radiotelephone Llcense examination . 
5 2  
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ELECTRONICS TECHNOLOGY 
D . C .  & A . G .  FUNDAMENTALS #162 This beginning course presents the basic 
electrical principles involved in e lectricity and electronic s .  Topics in­
clude Ohm ' s  and Kirchhoff' s  laws; serie s ,  parallel and combination cir­
cuits; resistanc e ,  magnetism ,  electromagnetic induction , transformers , 
motors , capacitance ,  reactance ,  impedanc e ,  resonance and applicable 
electrical ma the ma tical analysis.  Laboratory sessions include testing 
analysis and construction of circuits; -instruction and practice in utilizing 
the functional capabilities of electonic measuring instruments . S - 10 - 1 0  
TECHNICAL MATIIEMATICS #1 1 9  This course provides experiences in Mathe­
matics for first year technical students . The course is  designed to de­
velop all of the ma thema tic:;al skills required in various technical field s .  
Modern mathematics terminology i s  used to express ideas of Arithmetic , 
Algebra and Geometry as they apply to technical fields . 3 - 0 - 3 
TECHNICAL PHYSICS #1 07 The lal>ora tory solution and reporting of industrial 
problems by use of the basic theory of physics;  and mechanical , contact, 
pneumatic , hydraulic , optical , and electronic me�.suring instruments in 
current industrial use.  2 - 4 - 4 
BASIC ELECTRONICS # 1 9 2  An investigation of active electronic devices in 
basic. circuit configurations with emphasis on solid state devices . Topics 
include both vacuum tube and solid state rectifiers; power supplies , AF, 
IF, and RF amplifiers; modulators , detectors; receiver circuits , pulse 
circuits, und industrial circuits . Laboratory sessions include utilization 
of oscilloscope waveforms for circuit analysi s .  S - 1 0  - 1 0  
ELECTRONIC DRAFTING #1 81 A course in the drawing and interpretation of 
various types of graphic displays such as a scheJt\atic representation of 
electronic devices and circuits , system block dia<Jrams , logic diagrams , 
chassis layouts and printed circuit board design. � - 4 - 4 
Electronics Option 
ADVANCED ELECTRONICS I 4n 78 A course in the practical design of solid 
state circuits using approximations and equivalent circuits for determing 
component Vdlues .  Design of single-stage, multistage and power ampli­
fiers; D . C .  power supplies and regulators; filters and tuned amplifiers; logic 
circuits; and oscillators is  covered. Laboratory ses sions are used to con­
firm a!ld verify proper component values and circuit design. 2 - 4 - 4 
TECHNICAL HE PO HT WRITING #13 7 Practice in the techniques of gathering, 
organizing, and presenting technical information by writing technical re-
ports based on problems in the student's curriculum . 3 - 0 - 3 
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RADIO & TELEVISION #2 85 This course is  designed to teach the theory of 
operation and maintenance of radio and black and white television re­
ceivers . Topic s :  Basic principles of RF transmission; AM & FM receiver 
circuits; TV receiver circuits ,  including UHF & VHF tuners 1 video, IF 
and AF amplifiers; audio and video detection; automatic gain control; 
synchronizing and deflection circuit cathode ray tubes; alignment and 
trouble-shooting . Laboratory includes coristruction of a Superhetero-
dyne radio receiver and practice in servicing radio and television receivers . 
2 - 6 -5 
ADVANCED ELECTRONICS II #298 A course in reading and individual research 
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of subject matter as determined by student choice with consent of Electronics 
Department. Some suggested areas of specialization or digital computer 
circuits , Federa l Communications Commission license study 1 color tele­
vision and integrated circuit study . 2 - 8 - 6 
TWO-WAY COMMUNICATIONS #287 A course designed to acquaint the student 
with the principles of two-way voice communication . Radio telephone and· 
telephone transmitters 1 antennas 1 receivers 1 transceivers 1 including 
Citizen Ban9 , business 1 police, ship - to - shore radio and FCC Rules 
and Regulations are covered . 2 - 4 - 4 
POLITICAL SCIENCE #1 0 1  Historical development and organization of national 
government; the federa l system; the national Constitution; civil and political 
rights; party system; structure , powers, and procedures of legislative , 
executi11e , and judicial departments in the national government are studied . 
Emphasis is placed on the provisions of the Federal Constitution and the 
Constitution of the State of Illinois .  3 - 0 - 3 
Industria l Electronics Option 
BASIC INDUSTRIAL ELECTRONICS I #24 7 A survey of industrial electronics to 
include remote control , alarm circuits; D .  C .  motor control; measuring light, 
temperature , humidity, and ratioactivity; time delay action, etc .  2 - 6 - 5 
TECHNICAL REPORT WRITING #137 Practice in the teachniques of gathering, 
organizing , and presenting technical information by writing technical re­
ports based on problems in the student' s curriculum .  3 - 0 - 3 
D .  C .  & A. C .  MACHINERY #249 This course is designed to acquaint the student 
with the principles of DC and AC motors , generators and a ssociated circuits 
found in industry. Single and 3-pha se motors and transformers; AC genera tors,  
synchronous motors; circuit-protective and switching equipment; and elec­
trical machine mea surements are covered . 2 - 6 - 5 
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INDUSTRIAL ELECTRONICS II 41:2 5 7  A continuation of 247 Basic Industrial 
Electronics for a study of more complex types of industrial circuits in­
cluding 3-phase rectifiers and voltage regulation , resistance welding con­
trols ,  magnetic amplifiers and servomechanisms. 2 - 8 - 6 
POUTICAL SCIENCE #1 0 1  Historical development and organization of national 
government; the federal system; the national Constitution; civil and poli­
tical rights; party system; structure, powers ,  and procedures of legislative, 
executive , and judic.i.al departments in the national government are studied. 
Emphasis is placed on the provisions of the Federal Constitution and the 
Cons ti tu ti on of the State of Illinois .  3 - 0 - 3 
Hesidential Wiring Option 
BASIC RESIDENTIAL WIRING I #1 S O  This course is a basic introduction to the 
principles and techniques of interior electrical for the home. Basic electric 
circuits,  circuit calculations ,  non-metallic sheated-cable wiring ,  armored 
cable (BX) wiring , rigid conduit wiring are some of the topics covered.  
2 - 6 - s 
TECHNICAL REPORT WRITING #1 3 7  Practice in the techniques of gathering, 
organizing , and presenting technical information by writing technical 
reports based on problems in the s tudent's  curriculum. 3 - 0 - 3 
LOCAL CODES AND REGULATIONS #164 An investigation of standards ,  rule s ,  
regul9tions and safety precautions for electrical wiring established at 
the local and national level s .  3 - 0 - 3 
RESIDENTIAL WIRING II #160 A continuation of #150 Basic Residential Wiring I 
leading to the study of exterior electrical wiring and more complex problems 
associated with home/farm power distril.mtion. Topics include transformers , 
single and three -phase motors , outside distribution and how to prepare esti­
mates of costs for an electrical installation . 2 - 6 - S 
POUTICAL SCIENCE # 1 0 1  Historical development and organization of national 
government; the federal sys tern; the national Constitution; civil and political 
rights; party system; structure , powers , and procedures of legislative , 
executive , and judicial departments in the national government are studied. 
Emphasis is placed on the provisions of the Federal Constitution and the 
Constitution of the State of Illinois .  3 - 0 - 3 
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ELECTRONICS 
Advisory Committee 
Mr. D.  Meyers . 
Illinois Bell Telephone Compa ny 
100,East McCord 
Centrali a ,  Illinois 62801  
53 2-9948 
Mr. Richard Sellers 
Illinois Employment Service 
224 North Elm 
Centralia, Illinois 62801 
53 2-4741 
Mr. Revis Miller 
Illinois Rad!o & Television Service 
435 West Broadway 
Centralia, Illinois 62801  
5 3 2-9 5 1 4  
Mr. Car 1 Dunn 
Centralia Fire Department 
2 1 5  South Maple 
Centralia ,  1llinois 
532-6617 
Mr. Milt Rosen 
Basler Electric 
Route 143 - Box 2 69 
Highland , Illinois 62249 
654-2341 Extension 3 2 1  
Mr. Jay Flander s ,  Instructor 
Meeting Schedule: 
Called a s  needed 
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EXECUTIVE SECRETARIAL 
General Program Objectives :  
The attainment of occupational competency in any type of work involves 
three different, yet very closely related types of learning .  
1 .  Mastery of the practical job-skills and procedures performed by 
the worker in this occupation. 
2 .  Comprehension of the te�hnical and related information basic to an 
intelligent understanding and practice of this occupation .  
3 .  · Development of those personal-social traits which are essential 
for succes sful workers . 
Specific Program Objectives: 
The Executive Secretarial Program curriculum objectives include the 
following. 
a .  acquaint the s�udent with various job opportunities in the office 
b .  give the student an overview of the duties performed and the skills 
n·eeded by employees in a variety of office jobs 
c .  help the student evaluate his interests and aptitudes so that he can 
intelligently plan for his future job 
d .  equip the student with an understanding of the principles of busine s s ,  
including management, marketing, production, personnel, and finance 
e .  provide the student with a knowledge of the legal environment in 
which a business operates; to give the student knowledge of legal 
principles that will enhance his performance a s  an office worker 
f .  enable students to analyze and improve themselves i n  terms of posture , 
figure control, personal hygiene,  grooming, wardrobe , personality, 
and communication skills so that they possess the basic personal 
characteristics needed for success in an office job 
g .  enable the student to gain insights into personal behavior; to develop 
in the student the human relations skills needed for getting along with 
others in the working world 
h .  equip the student with the basic skill he needs in applying grammar, 
usage, and style principles in order to prepare written communications 
that meet the standards of busine s s  
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1 .  to give the student the basic knowledge and skill he needs to write 
effective business letters , memos , and reports of various types 
j .  to acquaint students with the methods and procedures of maintaining 
business records of various types; to develop basic skill in imple­
menting those methods and procedures in various practice situations 
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k .  enable the student to qualify , insofar as  typewriting performance and 
immediately-related knowledges are concerned , for entrance employ­
ment a s  a clerk-typist, a general office clerk, a stenographer, or a 
secretary when measured on standard tests used for Civil Service and/or 
business employment 
1. to equip the student with entry-level competence in operating the. elec­
tronic calculators , the printing calculators , and the rotary calculators , 
the transc1iption machines ,  spirit, stencil duplicators; to train the 
student to use calcu�ating machines for solving business problems such 
as  payrolls , invoice extension s ,  inventory calculators , and banking 
transactions; to train the student to accurately prepare duplication 
masters and stencils and run off copies of these items 
m .  to equip the student with a knowledge of procedures and with the basic 
attitudes and skills (other than Shorthand and Typing) required of a 
secretary or stenographer in any type of office; to acquaint the student 
with the range of opportunities for secretarial advancement and help 
prepare for job hunting 
n.  to train the student to work effectively in  team situations and to handle 
human relations and supervisory problems in connection with secretarial 
assignments 
o .  to provide the s tudent with entry-level skills in the procedures for 
keeping financial record s ,  to acquaint the student with the use of 
unit-record equipment for keeping financial records; to introduce the 
fundamental elements of accounting 
p . to acquaint the stuc�ent with the relation ship between accounting and 
business to develop an understanding of the steps of the accounting 
cycle; to develop an under::;tanding of the principles and procedures 
involved in handling of cash (including petty cash) 
q . tl) familiarize students wHh data processin9 terminology , the cycle , 
the basic operations ,  and their relationship to data processing systems 
and equipment, to develop an understanding of different methods of 
data processing and the various devices , equipment , and media used 
in each method; to familiarize the students with typical business appli­
cations for each method 
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r .  to develop the student' s  shorthand skill to improve speed and 
accuracy of transcription; to develop an employable degree of 
shorthand skill (100-1 40+) to teach advanced transcription 
technique s; to teach secretarial procedures that involve tran­
scription; to teach office-style procedures 
s .  to provide the student with a culminating experience that permits 
him to apply--in a fully integrated fashion--the skills and know­
ledges required by the specific job . For those students who will 
not participate in a cooperative training program ,  a concluding 
secretarial procedures course will provide the student with realis­
tic classroom activities 
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EXECUTIVE SECRETARY 
INTRODUCTION TO BUSINESS #103 This course surveys the organization , 
operation , and management of our business institutions . Emphasis is 
placed on terminology , current business trend s ,  problems encountered 
and ways in which they are handled by businessmen. 3 - 0 - 3 
TYPEWRITING II #142 This course presents basic techniques and skills , 
develops proficiency in handling a variety of typewritten materials,  
builds speed , and improves accuracy . Students with two years of high 
school typewriting should enroll in Typewriting 2 4 3 .  Prerequi site: 
Type�iting 1 4 1  or its equivalent 2 - 2 - 3 
SHORTHAND II #1 22 This course reviews shorthand theory, includes dic­
tation and transcription of both familiar and unfamiliar material, develops 
speed in taking dictation ·from 80 to 1 10 words per minute and broadens 
the review of English fundamental s .  Student s with two years of high 
school shorthand should enroll in Shorthand 2 2 3 .  Prerequisite: Shorthand 
1 2 1  or its equivalent 2 - 2 - 3 
PRINCIPLES OF ACCOUNTING I #101 This course serves basic accounting 
principles ,  dealing primarily with the single provrietorship, books of 
original entry, and the preparation and interpretation of financial state­
ments • 3 - 0 - 3 · 
ENGLISH·COMPOSITION #1 01 This course provides a review of grammar and 
includes an introduction to the study of expository writing. Attention i s  
paid not only to the ideas expressed, but also to the methods and tech­
niques of presentation. The importance of the outline and of the state­
ment of intent is stressed . Prerequisite: Qualifying ACT scores according 
to standards set by the College . 3 - 0 - 3 
TYPEWRITING III #243 Special office typing jobs including the building of 
production rates in correspondenc e ,  business forms , tabulations and 
reports are utili'zed in this course . Prerequisite: Typewriting 1 4 2  or its 
equivalent 2 - 2 - 3 
OFFICE MACHINES #150 Instruction i s  offered in four basic areas of small 
machine operations normally encountered in the busine s s  office. The 
rotary calculator , the printing calculator, tl�e electronic calculator, and 
the dictating equipment are studied with emphasis upon the knowledge 
of the basic operation of each. Prerequisite : Typewriting 1 4 1  or its 
equivalent 2 - 2 - 3 
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ENGLISH COMPOSI110N #102  This course , a continuation of English Com­
position 1 0 1 , emphasizes problems of research and encourages critical 
thinking. Prerequisite: English Composition 1 0 1  or a superior score on 
the English proficiency examination according to standards set by the 
College. 3 - 0 - 3 
SHORTHAND III #223 Dictation speeds range from 90 to 1 3 0  words per minute . 
In transcription , the student develops ability to transcribe notes into 
mailable transcript at a rate commensurate with the typing speed . Prere­
quisite: Shorthand 1 2 2  and Typewriting 142 or their equivalent. 2 - 2 - 3 
HEALTH EDUCATION FOR WOMEN #101 This course i s  a study of vital hygiene 
problems of today, pertaining both to the community and to personal needs . 
2 - 0 - 2 
FUNDAMEN TALS OF DATA PROCESSING #1 1 6  This is an introductory course 
to provide a background in the field of computers and modern Data Pro­
cessing. The four major areas ,  covered in some detail , are the Historical 
Development of Data Processing, Punched-Card Data Processing , Electronic 
Data Processing and Computer Programming and Systems Design . 2 - 4 - 4 
BUSINESS LAW #2 10 This course includes lectures and case s tudies on court 
procedures ,  contracts , sales, insurance , bailments , commercial paper , 
wills , trusts , and business organizations .  Business crimes and torts are 
studied briefly . Prerequisite: Sophomore standing 3 - 0 - 3 
FUNDAMEN 11\LS OF SPEECH #103 1his course surveys the fundamentals of 
effective speaking . Emphasis is placed upon personal adjustment to the 
speaking situation . 3 - 0 - 3 
SECRETARIAL PROCEDURES #203 This course is desigl'f-ed for office production 
and integration of typing and shorthand skill and �chine transcription, 
receptionist dutie s ,  telephone techniques , ha ndling mail, practice in dealing 
with situation::; in a top level secretarial capucity. Two laboratory peri oo s  
per week are required but are unschedule d .  Prerequj.site: Business major · 
or permission of the Dean of Instruction 3 - 0 - 3 
l 
EXECUTiVE SECRETAIHAL INTERNSHIP I #256 Students are required to work in an 
office for approximately 1 5  hours per week. The employer/supervisor and 
the program coordinator cooperate to make the job a real learning experience ,  
tying together classroom and job experience s .  Problems relating to the 
supervi sed occupationril experience are analyzed and discussed in the cla s s ­
room phosf:-"!. Pfojecls ar0 as signed occording to the student ' s  needs in re­
latio11 to the trainee-position and in relation to the student' s career goal. 
Prerequisite: Enrollm01rt ill the Executive Secretarial Program and permission 
of the coordinator. 1 - 1 5  - 4 
6 1  
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APPLIED PSYCHOLOGY #228 This course will examine applications of the 
princip�es of psychology 'in such specialized fields as motivation, learning, 
human efficiency, personality, salesmanship, advertising, sex, music , 
mental hygiene , professions , home life , politics , religion , and education . 
Prerequisite: Psychology 1 0 1 ,  or permission of the Dean of Instruction 
3 - 0 - 3 
BUSl�ESS MATHEMATICS #149 Basic mathematics is applied to the problems of 
busines s .  Topics studied include application of percentage, cash and 
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trade discounts , markup, interest calculations , payroll computation , install­
ment buying, business graphs ,  and business insurance . 3 - 0 - 3 
BUSINESS COMMUNICATIONS #201 . This course takes the psychological· and 
economic approach to business through correspondence . All types of 
business communications are studied . Practice i s  given in oral presenta­
tion of business reports and: in executive dictation. Prerequisite: English 
Composition 102 or permission of the Dean of Instruction 3 - 0 - 3 
OFFICE MANAGEMENT #252 This course provides a study of office work 
organization , the channeling of work , business ethics ,  functional office 
layout and equipment, automation in the office and the planning of office 
work. Prerequisite: Enrollment in Ex�cutive Secretarial Progarm or per­
mission of the Dean of Instruction 3 - 0 - 3 
EXECUTIVE SECRETARIAL INTERNSHIP II #257 A continuation of Executive 
Secretarial Internship I 256.  Prerequisite: Executive Secretarial Internship 
I 256 1 :. 15  - 4 
ll7 . 
EXECUTIVE SECRETARIAL 
Advisory Committee 
Mrs .  Delores Wanzo 
7 1 2  East Kell 
Centralia, Illinois 62 801 
Mrs • Eliza beth Mere er 
Route 1 6 1  East 
Centralia , Illinois 62801 
M r .  Warren Loug hran 
4 Edgewood Lane North 
Centralia , Illinois 62801 
M i s s  Louise Beckman 
400 South Kaskaskia Street 
Nashville , Illinois 6 2 2 6 3  
Miss Melody Smith 
Rural Route #1 
Salem, Illinois 628? 1 
Mrs . J�dy Lamb 
6 2 3  East Broadway 
Centralia , Illinois 62801 
Mrs . Mary Draege 
309 East Nolernan 
Centralia, llllnois 62801 
Mrs . Jan Ripperda 
Rural Route 
Bartelso,  Illinois 6 2 2 1 8  
Mrs. Ann Christ 
c/o First National Bank 
Carlyle , Illinois 62 2 3 1  
Mr. Dale Bassett, Instructor 
Mrs . Connie Smudrick , Instructor 
Meeting Schedule: 
Called as needed 
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MACHINE SHOP 
General Program Objective s :  
1 .  to prepare the individual student for employment a s  a machini s t ,  
providing the skills and knowledge required of a machinis t .  
2 .  to nrovide a broad foundation so the graduate can build upon his 
educational experiences by additional torm a l  or individual study. 
Specific Objectives : 
to: 
Upon completion of the Machine Shop program the student should be able 
1 .  use all  of the precision measuring tools 
2 .  be aware of all the safety precautions that should be practiced 
in a machine shop 
3 .  use all the hand tools needed in a machine shop 
4 .  understand the design of various machine toois and know when 
and how to use them 
5 . .  use the various cut-off saws in the machine shop 
6 .  unders tanrl the design and function of various cutting tools used 
i.n machine shop and when and how to use them 
7 .  resharpeil the various types of cutting too.Ls used in a machine 
shop 
8 .  perform the various operations possible on a lath·:! 
9 .  perforin the various opera tions possibJe on a miiling machine 
1 0 .  perform the various grinding opera tions possible on the off hand 
grind�rs 
1 1 .  pcrforr.1 the v<.irio11s operntions possible on a surface grinder 
1 2 .  perform thP. various <Jrinding opt�n.1tions on a cylindrical grinder 
1 3 .  perform the vncious operil tions possible on a drill pre ss 
1 4 .  unch..:1 :� tand t·lrn a na lysi s of various metals and use various heat 
tre.1 ting tool s 
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1 S .  read and understand a blue print 
1 6 .  construct· a product from plans given to him 
1 7 .  transform apiece of rough , crude metal into a finished usable 
product 
1 8 .  find employment in a machine shop 
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MACHINE SHOP 
BASIC LATHE OPERATIONS #1 1 5  Designed to teach the basic theory and 
operation.s of lathe work , variru s turning techniques , threading, drilling 
and boring will be some of the areas covered. 1 - 4 - 3 
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BASIC MILLING MACHINE #10 8  Designed to teach busic theories and operations 
' 
on vertical and horizontal milling machine&-. The many types of cutters will 
be studied . Operations such a s  drilling , boring, slotting and conventional 
milling techniques will be studied . 1 - 4 - 3 
' 
BASIC G RINDING MACHINES #1 1 2  Designed to teach grinding theory and opera-
tion s .  Off-hand grinding and carbide grinding will be covered . Basic op­
era lions on surface and cylindrical grinders will be practiced . The student 
will study various wheel structures and their use in grindin;; operation . 
1 - 4 - 3 
MEASURING TOOLS AND DRILLING #1 1 7  Drills and drilling operations will be 
studied and applied to practical use.  Precision and non-precision mea­
suring . tools will be studied and how they apply to various machine tool 
operation s .  1 - 4 - 3 
ADVANCED LATHE OPERATIONS # 1 2 1  Advanced lathe operations will be performed . 
Such operations as internal threading, taper turning, grinding and form 
cut ting will be practiced. A higher degree of accuracy will be practiced in 
this course .  1 - 4 - 3 
ADVANCI:D MILLING MACHINES #1 2 8  Advanced milling machine operations 
such a s  bori.ng , form cutting , angle cutting and dividing head work will be 
practiced . Tolerance and speed will be stres sed . 1 - 4 - 3 
ADVANCED GRINDING MACHINES #122 Procedures for doing precision grinding will 
be practiced . Close tolerances will be held on all work . The use of precision 
measuring devlces such a s dial indicators,  gage blocks and sine bars will 
be included i.n this cour s e .  1 - 4 - 3 
SUPERVISED OCCUPATIONAL EXPEHIENCE 1 2 6  Students will be placed on the job 
under actual work conditions under a supervised training paln wh�ch will coor­
dinate their work and classroom in struction . 1 - 20 - 6 
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MACHINE SHO P 
Advi sory Committee 
Mr. George Siegler 
North American Rockwell 
Route 5 1  South 
Centralia, Illinois 62801 
Mr. Donald Riggs 
Stanford Engineering 
Route 5 0  West 
Salem , Illinois 6 2 8 8 1  
M r .  Arnold Gluck 
Kleins Armature Works 
1 4 39 North Elm 
Centralia , Illinois 62801  
Mr. Carl Rowekamp 
Linkon' s Auto Supply 
309 East Noleman 
Centralia, Illinois 6.2 801 
Mr. G01.;don Macvean 
National Mine Service Company 
Nashville, Illinois 62263 
Mr. John Nogalski 
Shepard Engineeriny Company 
Breese,  Illinois 62230 
Mr.  Louis Kalert, Instructor 
Meeting Schedule: 
Called a s  needed 
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MANUFACTURING AND TOOIJNG TECHNOLOGY 
General Program Objectives: 
1 .  to prepare the individual student for employment a s  a machinist, 
providing the skills and knowledge required of a machinis t .  
2 .  to provide a broad foundation so the graduate can build upon his 
educational experiences by additional formal or individual study. 
Specific Objectives:  
Upon completion of the Manufacturing and Tooling Technology program 
the student should be able to: · 
1 .  use all of the precision mea suring tool s .  
2 .  be aware of all the safety precautions that should be practiced 
in a machine shop . 
3 .  use all the hand tools needed in a machine shop. 
4 .  understand the design of various machine tools and know when 
and how to use them. 
S .  use the various cut-off saws in the machine shop . 
6 .  understand the design and function of various cutting tools used 
in machine shop and when and how to use them . 
7 .  resharpen the various types of cutting tools used in a machine 
shop. 
8 .  perform the various operations possible on a la the .  
9 .  perform the various operations possible on a milling machine . 
1 0  • perform the various grinding operations possible on the off hand 
grinders . 
1 1 .  perform the various operations possible on a surface grinder. 
1 2 .  perform the various grinding operations on a cylindrical grinder. 
1 3 .  perform the various operations possible on a drill press .  
1 4 .  understand the analysis of various metals and use various heat 
treating tool s .  
6 8  
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1 5 .  read and understand a blue print. 
1 6 .  construct a product from plans given to him. 
1 7 .  transform a piece of rough, crude metal into a finished usable 
produc t. 
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MANUFACTURING A.t'JD TOOLING TECHNOLOGY 
BASIC Ni AC HINE SHO�) 'i #1 1 0  Tiii s  course covers basic bench work and hand 
operations nc::cessury in a tool shop. In addition the course covers the 
care and us� of basic machines used in indu::;try with emphasis on the 
drill pre$s , engine lath e ,  mills and grinders .  Basic Measurement tools 
will be studies also. 2 - 8 - 6 
MACHINE BLUEPRINT READING #153 An introduction to the graphic language 
through the interpreta tion of various graphic repre sentation , symbols ,  and 
speclftca tions are found on working drawings for the machine industri e s .  
1 - 0 - 1 
BASIC MACHINE SHOP II #120 Advanced work in the machine tool area i s  stre­
ssed, with cmphar;is on production methods and tooU.ng, a long with precision 
methods for tool work standard s .  Prerequisite: Basic Machine Shop I 1 1 0 .  
2 - 8 - 6 
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BASIC N U MERICAL CONTROL #1 3 5  A study of the basic concepts of numerical con­
trol plarmi.ng, programming, ancl proce:.rning , emphasizing capabilities , limi­
tation s ,. binary number s ,  control systems and basic (manual and compu ter) 
part programming. Prerequisi t<:?: Machine Shop II 1 2  0 or Machine Shop 
Experience 2 - 4 - 4 
MACHINE DESIGN I #24 0 A course in which the de sign p1incipic:s of certain 
machine elements are considered and calculaUon.s are made for determination 
of their size and shape. It includes factors which influence� the �t==�lections 
of ·n0terials , the geometry of the elements , and considers the E:iYJironment 
o1plicatlon cf any particular machine element. Attention i s  given to econ­
on,y, 11arious loading conditions ,  stresses and de!'ormation which must be 
conc:'.1·i. ,;r1:;d in arriving at a satisfactory d0sign . PrerequisHe: Machine Shop 
II 1 20 .  2 - 8 - 6 
PRINCIPLES O F  TOOL & DIE CONSTRUCTION {;:245 This course will introduce 
the student to th�� fundamental theory of tool and die mu king. Included will be 
punch press si<�es and feed s for dies and their O-Nn relationships . Instructors 
will include sin1plc progressive die layouts , punch and die clearance and 
blanking prer.�rnrc s ,  material strip layouts , und related subject matter. Pre­
requisite: Machine Shop II 120 2 - 8 - 6 
PART PROGRAMi'vIING 4t2 47 Con tinuc; tion of Basic Nu1nerical Control 1 3 5  with 
hr:avy e111pltusis on part programmi.ng . Prerequisite: R-i sic Numerical Control 
135 3 - 4 - 5 
MACHINE DESIGN II 4r250 P. conti.nuation of Machine Design 2 4 0 ,  which presents 
the principle s and cak:ulations nece s sary to design machine elements not 
previously considered . Pn.::requiuite: Machine Design 240 2 - 8 - 6 
SU PERVISED OCCUPATION EXPERIENCI.: #2 5 5  Students will be placed on-the­
job under actual work conditions under a supervised training plan which will 
coordinate their work and classroom irn;truction. Prerequisite: Fourth 
semester status or special permission of the Dean of In struction 0 - 30 - 6 
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M ECHANICAL DRAFTING TECHNOLOGY 
General Program Objectives: 
1 .  to prepdre the individual student for employmant a s  a draftsman, 
requiring the skills and knowledge in drafting technique s .  
2 .  to provide a broad foundation so the graduate can build upon 
his educational experiences by additional formal or individual 
study. 
3 .  to provide general educational experiences in communication , 
accounting,  sociology � and psychology , in order that the student 
can be aware of his social responsibilities and be an effective 
participant in his c ommunity . 
Specific Objectives : 
Upon completion of the drafting technology Program ,  the student should 
be able to: 
1 .  complete a working drawing based upon ctesign sketches a.nd speci­
fications that have been provided to him . 
2 .  • accurately interpret an assembly drawing for the purpose of drawing 
a selected detail. 
3 .  correctly use the various drafting mediums and reporductions material .  
4 .  complete a drawing using modern dr�fting tools , including �echanical 
lettering equipment. 
5 .  tlemonstra te a working knowledge of the drafting conventions through 
the solving a specific drafting problem .  
6 .  ·icsign and draw a full set of architectural plans for a residence, in­
cluding all dimensions , specification;, , and notes . 
7 .  demonstrate a working knowledge of the surveying process and to record 
and mad surveyor' s field notes . 
8 .  0ccurately plot nnd dr.aw , along with all necessary specification s ,  
topogra phical features based upon surveyor's field note s .  
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9 .  be aware of the characteristics of the basic manufacturing processes 
and to correctly specify such processes to operations described in 
a drctwing . 
1 0 .  be knov'lledgeable of the standards and requirements for succe ssfully 
maintaining an industrial drafting position . 
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MECHANICAL DRAFTING TECHNOLOGY 
M ECHANICAL DRAFTING I #140 This i s  a n  integr�ted course involving free­
hand drawing , orthographic projection ,  theory pictorial drawing, basic 
dimensioning , and working drawings . Theoretical and practical pro.blems 
involving the size , shape, and/or relative positions of common geometric 
magnitures such a s  points , lines ,  planes ,  and vectors , \A:ill also be 
covered .  1 - 6 - 4 
MANUFACTUf<ING PROCESSES #134 A study of the chipless proce sses of mining , 
smelting, refining, ca sting , mouldin g ,  forming , welding , brazin g ,  bonding, 
and as sembling as currentlY. applied to industrial materials with primary 
emphasis on iron and steel products . 2 - 0 - 2 
TECHNICAL HEPORT WRITING #137 Practice in the techniques of gathering , 
organizing and pre senting technical information by writing technical 
reports based on problems i n  the student's curriculum. 3 - 0 - 3 
MANUFACTUHING PHOCESSES #135 A continuation of Manufacturing Processes 
1 3 4 .  Iticluded within the ins i.ruction is theo:ry cmd practice relative to 
manufacturing processes such a s  welding, c;1 s ting, cold forming of sheet 
metal , and production processe s .  Prerequisitu: Manufacturing Proces ses 
#1 3 4  2 - 0 - 2 . 
MECHJ\J\JICAL DRAFTING II #195 This course provide:, a. more thorough under­
standing of the principles covered j n  the fi r st course .  It also introduces 
the following subjects: Charts and diagram s ,  i nters ections and develop­
ments , perspective , architectural ond structural drawing, and dimensioning 
for int�rchangeable a ssembly including geo;M�tric and positional tolerance . 
Prerequ�. :.· i tG : Mechanical Drafting I #140 2 ·- J. O  -· ·7 
BASIC MACFfINf. SHOP PRJ\CTICE # 1 3 0  A study of metals and the methods used 
to form , remove and harden steel. 'J.'he study will concentrate on work a s  
it applies to lctthes ,  grinders , precision measuring devices , drilling opera­
tions and setups , a s  they relate to an aut(:rnotive rebuilding shop. 
2 - 6 - s 
ARCHITECTURAL DRAf'!'ING #209 This course ofkrs s tude::mts the basic fund­
amentals of <"lrchitectural drclfting. The stre s�, is on drafting techniques, 
lE:ttering methods of showing plun s ,  elevatioris ,  sections , dimensions ,  
and elcmcm�ary c:irchitec tural det"liling . 1 - 6 ·· 4 
CIVIL DI<AFTI.NG I #2 32 An introductory civil engineering druwing course in 
which the basic principles and concepts of tcm�<;r3phic dri-lwing are 
stressed. l n :::ludes a study of topographic symbols , measurement, con­
tour line:�, , ptln and profile views and how to plot from c1 survey field 
book. ['!··�requisite: S�cond your GtutUS or app;OWil 2 - 4 - '1 
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TECHI.JICAL PHYSICS #107 The laboratory solution and reporting of industrial 
problems by use of the basic theory of physic s ;  and mechanical , contact, 
pneumatic , hydraulic , optical, and elc-.:ctronic measuring in struments in 
current industrial use . 2 - 4 - 4 
DRAFTING APPLIED PRACTICUM #230 A course designed to give the student 
practical <3xperience in the completion of drafting projects selected from 
' industry. Actual drawing problems and projects taken from the areas of 
mechanical ,  civil,  architectural ,  and structural drafting are solved through 
the use of modern drafting techniques .  Prerequisite: Second year s tatus 
or approval 1 - 6 - 4 
SU PERVISED OCCUPA110NAL EXPERIENCE #230 Students will be placed on-the­
job under actual work conditions under a supervised training plan which 
coordinate their work and classroom instruction.  Prerequisite: Fourth 
semester status or special permission of the Dean of Ins truction 
1 - 20 - 6 
CIVIL DRAFTING II #264 An adv�n::.. e·J i:-ivil engineering drawing course which 
includes plotting from field books anJ the use and function of station 
points . Con sideration is given to topographic maps , sur..rey artl sub­
division plats, plan-profile s ,  and highway drawings . Prereql.'.isite: Civil 
Drafting I #232 2 - 4 - 4 
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M ECHANICAL DRAFTING 
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Advisory Committee 
Mr� William Coutts , Chief Draftsman 
Henry , Meisenhiemer & Gende Engrs . 
Lake Road, · Box 7 0 
Carlyle , IL 62231  594-37 1 1  
Mr. Don Decker, Chief Draftsman 
Watwood & Pyle Consul ting Engineers 
1400 West Broadway 
Centralia , IL 62801  532-1971  
Mr. Terry Huelskamp 
National Mine Service Co. 
Nashville, IL 62263  327  -82'16  
. Mr. Spencer B.  J::me s ,  Chief Engr. -
Stanford 
A shton - Stanford 
Route 50 West 
Salem , IL 62881 548-:-2600 
Mr . Sterliqg Kaelin 
Fowler Company 
2 1 7  E .  Second St. 
Centralia , IL 62801  532-5 6 38 
Mr. Ronald Lang e ,  Chief Draftsman 
Barenfanger & Coble Architects & Engrs . 
1 2 9  North Kennedy Boulevard 
Vandalia , I L  6 2 4 7 1 2 8 3 -2 2 6 8 
Mr. Thomas Leveling , Chief Draftsman 
Arrow Group Industries 
Route SO East 
Breese, IL 62230 526-4546 
Mr. Richard J.  Mann , Chief Engineer 
Symons Corp. , Bergan Div. 
P . O .  Box 747 
Centralia, I L  62801  533-2761  
Mr. Mark Martens 
Aviston Lumber Company 
South Clements Street 
Aviston , IL 622 1 6  228-7 247 
Mr. Earl Micha':')} , Chief Draf1. sman 
Na Lional Mine Sci vice Company 
N a s hville . TL 6 2 2 G 3  327-8276 
Mr . David Myers , Chief Draftsman 
Symons Corp . , Bergan Div. 
P . O .  Box 7 47 
Centralia , I L  62801  533-2761  
Mr . Leroy Peterson , Cost Estimator 
Blaise Incorporated 
1 2 5  N .  Walnut 
Centralia , IL 62801  532-6 7 1 1  
Mr. Gary Phi.Hips 
Watwood & Pyle Consulting Engrs. 
1400 West Broadway 
Centra l i a ,  IL 62801  532-1971  
Mr . Richard Rittenhouse 
National Mine Service Co. 
N a s hville, IL 6226 3 327-827 6 
Mr. Purna N .  Saikia , Chief Engineer 
Acco Indus trial Lifters Division 
Route 37 North 
Salem , IL 62881 548-027 5 
Mr. William Smith, Chief Draftsman 
Engineered Fluid Process Incorporated 
1 2 2 3  N .  Elm Street 
Centralia , IL 62801  533-1351  
Mr. Gene Sperry, Project Engineer, R & D 
Acco Industrial Lifters Division 
Route 37 North 
Salem , I L  62881  548-0275 
Mr. Jim Watwood , Engineer 
Watwood & Pyle Consulting Engineers 
1400 W. Broadway 
Centralia , IL 62801  532-1971  
Mr . Don William s ,  Engineer 
Moldovan & As sociates 
Route 37 South 
Salem , IL 62881  548-3500 
M r .  Thomas F .  Wal s h ,  Instructor 
Meeting Schedule: 
Called a s  needed 
1 3 1  
MEDICAL RECORDS TECHNOLOGY 
General Program Objectives :  
1 .  become acquainted with the basic concepts of medical term­
inology 
2 .  to comprehend the proper and legal uses of medical record 
documents 
3 .  to learn the proper procedures on recording patient in formation , 
filling out medical forms ,  and proper billing and collecting 
procedures 
4 .  to learn the real problems which emanate from actual medical 
record technology case s tudies 
5 .  develop skill in admission and discharge procedures 
6 .  to become qualified and find employment a s  a Medical Record 
Technician 
7 7  
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M EDICAL RECORDS TECHNOLOGY 
TECHNICAL REPORT WRITING #1 37 Practice in the techniques of gathering , 
organizing , and presenting technical information by writing technical 
reports based on problems in the student's curriculum .  Prerequisite: 
none 3 - 0 - 3 
MEDICAL TERMINOLOGY #105 This course i s  designed to introduce the 
student to the language of Medical Tenninology, beginning with such 
basic concepts as prefixes ,  suffixes , and root word s ,  and progre ssing 
to the more co111plicated medical and surgical terms associated with 
the various systems of the �uman body . In addition , medical terms 
related to laboratory, radiologic and nuclear procedures have been in­
cluded in an effort to expose the student to the various specialties in 
the health field . 3 - 0 - 3 
TECHNICAL SCIENCE #108 A study of the fundamental principles of phy sics, 
chemistry, and biology as they apply to the functioning of the human 
body. 2 - 4 - 4 
MEDICAL RECORD SCIENCE #107 This course lays the foundation for study 
in the field of Medical Record Science a s  it analyzes in detail the medical 
record as a docu.ment, including its development and use.  Topics such 
as numbering and filing systems ,  indexing of patient care data , classifi­
cat}on of diseases , collection of statistical data , and microfilming of 
record s are likewise covered in depth . Special emphasis is placed upon 
the legal aspects of the medical records as well a s  the use of the record 
in medical care evaluation. 3 - 0 - 3 
TYPEWRITING I #141 This beginning course may be taken a s  personal or 
business typowritJng. The fundamentals of touch typewriting and the 
use of machine parts are taught.  The course develops skill in contin­
uity typing and includes letter form s ,  rough drafts , tabulations ,  and 
manuscript typing . Students with one year high school typewriting should 
enroll j.n Typewriting 142 or take proficiency examination. 2 - 2 - 3 
OFFICE MACHINES #150 Instruction is offered in four basic areas of small 
machine operations normally encountered in the business office . The 
rotary calculator, the printing calculator , the electronic calculator, and 
the dictating equjpment are studied with emphasis upon the knowledge 
of the basic operation of each. Prerequisite: Typewriting 1 4 1  or its 
equivalent 2 - 2 - 3 
TYPEWRITING #1 4 2  This course presents basic techniques and skills , develops 
proficiency in handling a variety of typewritten materials ,  builds speed, 
and improves accuracy . Students with two years of high school typewriting 
should enroll i n  'lypewriting 243 . Prerequisite: Typewriting 1 4 1  or its 
equivalent 2 - 2 - 3 
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FUNDAMEI.JTALS OF SPEECH #1 03 This course surveys the fundamentals of 
effective speaking . Emphasis is placed upon personal adjustments to 
the speaking situation . 3 - 0 - 3 
MEDICAL TRANSCRIPTION 4n a 1  '!hi s  course will deal with typing on to forms , 
etc . ,  information which has been recorded on tapes or other devices ,  a s  i t  
pertains to the medical terminology and practice . 2 - 2 - 3 
MATHEMATICS #1 01 Modern elementary mathematics cover set theory, systems ,  
fundamental operations ,  with whole numbers, fraction s ,  decimals, percen­
tage , rational and real numbers , and structure of syste m s .  3 - 0 - 3 
MEDICAL RECORD SCIENCE #208 This course i s  a continuation of Medical 
Record Science #1 0 7 ,  stressing a deeper and further study of Medical 
Record Science . 3 - 0 - 3 
PSYCHOLOGY #1 0 1  A general introductory course which seeks to understand 
human behavior; study units include topics a s  intelligence , motivation , 
emotions , frustrations , mental health , senses , attention , preception , 
learning., forgetting and thinking. 3 - 0 - 3 
ADMISSION & DISCHARGE PROCEDURES #230 Authorization for admission, 
interview and recording of sociological data , a ssignment of hospital num­
ber, preparation of admission forms and registers , subpoenas; taking records 
to court; preparing records for court; release of information . The course will 
also deal ·with a ssembling records , checking for completenes s ,  daily analy­
sis , and record completion procedures .  Directed practice will be given to 
prepare the student for active participation in the performance of technical 
duties in the medical record department. 2 - 2 - 3 
MEDICAL BILLING & COLLECTING tt229 This course deals with the procedure s 
and practices of filling out medical forms such a s  insurance claims , Work­
man's Compensation Form s ,  Medicare Form s ,  and will deal with the proper 
billing and collecting procedures a s  i t  pertains to the medical practice . 
2 - 2 - 3 
M EDICAL RECORDS DIRECTED Pf<ACTICE #22 1  This course is designed to pro­
vide on-the-job experience for the student. He will become involved in real 
problems emanating from actual medical · record technology situation s .  The 
stt1dent will correlate his on-the-job training with the clas sroom training 
experiences under the supervision of the on ·-the-job trainer and the coordi­
nator of the Medical Records Technology Program . 0 - 20 - S 
CODING AND INDEXING #250 Coding of Diseases and Operations by the Stan­
dard Nomenclature of Disease and Operations and the International Classi­
fication of Disea ses Adapted; maintenance of diagnostic , operative and 
physiciu.n ' s  indexe s .  2 - 2 - 3 
1 3 4  
MEDICAL RECORDS DIRECTED PRACTICE #241 This course i s  designed to 
provide on-the-job experience for the student. He will become in­
volved in real problems emanating from actual medical record techno-
logy situations . The student will correlate his on-the-job training with the 
clas sroom training experiences under the supervision of the on-the-job 
trainer and the coodinator of the Medical Records Technology Program . 
0 - 20 - 5 
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Program Objectives :  
1 3 5  
NURSING 
The Nursing curriculum is designed to prepare a graduate to assist 
patients and families to identify and handle commonly occuring health 
problems and health needs . The graduate will possess a broad under­
standing of the physical ,  biological and social sciences , will be in­
stilled with ideals and desirable attitude s , and will possess fundamen­
tal technical skills necessary to: 
1 .  Give a hi9h level of safe , individualized patient-side care through: 
a .  compr:!tency in communication skills 
b .  competency i n  observational skills 
c .  skill tn e stablishing effective interpersonal relationships 
d .  recognition of safety factors relative to the patient and 
his environment 
e .  competency in technical skills 
f .  identification and interpretation o f  patient and/or family 
needs 
g .  analysis of nursing problems 
h .  appropriate nursing action 
i .  evaluation of effectivene ss of the nursing action 
2 .  Function a s  a member of the health team by: 
a .  being aware of the role of nursing in relation to the role of 
other members of the health team 
b .  a s sisting in the day-to-day planning of care for patients 
c .  supervising other worke:cs in the technical a spec ts of care 
d .  utilizing available community resources for planning con­
tinuity of patient care 
3 .  Fulfill community obligations a s  a citizen and a s  a nurse by: 
a .  givi.ng service to the community 
b .  being aw·are of the need for active participation in profe ssional 
orgunizations 
c .  keeping informed of developments in nursing and health fields 
d .  utilizing opportunities for further education 
8 1  
e .  utilizing opportunities to teach and disseminate health information 
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NURSING 
All nursing courses must be taken in the sequence listed in the Nursing 
Program .  General Education course$ may , however , be taken prior to ad­
mission to the program .  These courses must be completed before the studert 
is eligible to write the State Board exams for licensure as a Registered Nw·se .  
Science courses must be taken i n  the following order: Technical Science 1 0 8  
i n  the fall , Microbiology 2 1  S in the spring , Anatomy and Physiology 1 2 1  in 
the fall , and Anatomy and Physiology 122 in the spring. 
Admissions requirements: 
1 .  High School graduate· or G. E .  D .  Certificate 
2 .  Admitted a s  a candidate for the Associate in Applied Science degree 
3 .  ACT test score 
4 .  a .  
b .  
c .  
One unit high school chemistry 
One unit high school biology 
One year high school math 
S .  Physical and dental ex·1 m  a s  required by the ADN Program 
6 .  Personal interviews and approval by the Nursing faculty 
TECHNICAL SCIENCE #100 A study of the fundamental principles of physic s ,  
chemistry , and biology as they apply to the functioning of the human body . 
2 - 4 - 4 
ANATOMY AND PHYSIOLOGY #121  A study of cell structure and physiology 
followed by a comprehensive anatomical (both micro and macroscopic) 
and physiological study of the following systems :  integumentary , di­
gestive , urinmy , reproductive and endocrine.  Re stricted to students in 
llied heal th field . 2 - 2 - 3 
PSYCHOLOGY #1 0 1  A general introductory course which seeks to understand 
human behavior; study units include topics as intelligence , motivation , 
emotion s ,  frustrations ,  mental health , senses , attention, preception, 
learning ,  forgetting and thinking. 3 - 0 - 3 
PROFESSIONAL ADJUSTMENTS I #1 03 This course is designed to introduce the 
student of nursing to the hi storical background which has contributed to the 
development of nursing a s  a profession. The legal, moral and ethical aspects 
of nursing will be introduced a s  they relate to the beginning student. 
1 - 0 - 1 
SOCIOLOGY #101 An introductory examination of the Nature of Group Behavior , 
Social Institutions and Social Processes . Empha sis is placed on Social 
Change, Individualism and Group Pre ssures . 3 - 0 - 3 
137 
83 
FUNDAMI.N TALS OF NURSING #1 0 1  An introductory course to nursing and the 
foundation upon which all subsequent nursing course s  are taught .  It em­
phasizes the concept of health and the basic needs of man, both in a state 
of health and a s  altered by illness .  This includes the physical , biological,  
social sciences , and the knowledge basic to nursing practice and the role 
of nursing and the nurse . The major areas covered are preventive and re­
habilitative concepts , patient and family teachin g ,  the problem-solving 
technique , using observational and communication skills, hygiene , comfort, 
safety , rest, exercise , and activity. The principles of nutrition , fluid , 
and electrolyte balance and pharmacology are also introduced . Prerequisite: 
Admission to the Associate Degree in Nursing Program .  Prerequisite or Con­
current: Anatomy and Physiology 1 2 1  and Technical Science 1 0 8  4 - 6 - 6 
ANATOMY AND PHYSIOLOGY #122 A continuation of Anatomy and Physiology 1 2 1 . 
A comprehensive anatomical (both micro and macroscope) and physiological 
study of the following systems: skelta l ,  muscular, nervous and sensory, 
circulatory and respiratory. Re stricted to students in allied health field. 
Prerequisite: Anatomy and Physiology 1 2 1  2 - 2 - 3 
MICROBIOLOGY #21 5  A course concerned with the study of bacteria , yeasts 
and mold s ,  their morphology , ecology , and principal ac ti vi tie s .  Considera­
tion i s  also given to the impo�·t�nce of micro-organisms in agriculture, in­
dustry , public health , communicable diseases , and sanita tion . There is 
a manual fee . Prerequisite: Biology 1 0 1 , Technical Science 1 0 8  or consent 
of instructor . 2 . - 4 - 4 
MATERNAL AND CHILD HEALTH #102 Empha sizes notmal conditions relating to 
the maternity cycle , including mother and newborn, as well a s  the care of 
children .  Family centered care and m ental health principles are emphasized 
throughout the course . An introduction to the more common variations in 
health as applied to this group is  made. An opportunity for observation and 
practice in various community source s ,  including the hospital area provided 
for the student to a pply and strengthen the classroom teaching . Observa­
tions include emphasis on reactions and activities of normal, health children 
in non-hospital surrounding s .  Skill in caring for mother, infants , children, 
and adolescents is  developed through clinical practice . Prerequisite: Nursing 
l 01 . Prerequisite or Concurrent: Anatomy and Physiology 122 and Micro-
biology 2 1 5  5 - 6 - 7 
ENGLISH COMPOSI110N .ff.1 0 1  This course provides a review of grammar and 
includes an introduction to the study of expository writing . Attention is  
paid not only to the ideas expressed , but also to the methods and tech­
niques of presentation . 1he importance of the outline and of the statement 
of intent is stressed. Prerequisite: Qualifying ACT scores according to 
standards set by the college . 3 - 0 - 3 
1 3 8  
PHYSICAL AND M ENTAL ILLNESS I #201 This course presents deviations 
from health at  all stages in the developmental cycle . Types and causes 
of diseases ,  how selected disease conditions manifest themselves in 
the body and the emotional responses to diseases are presented . It is 
designed to present to the students the knowledge and experiences necessary 
for giving n·.irsing care to patients who have conditions which interfere with 
physical and emotional needs for nutrition and elimination , emotional sta­
bility, cardiova scular and neurological function. The s tudy of pharmacology, 
drug thera py, nutrition and fluid and electrolyte balance is continued. Pre­
requisite: Maternal and Child Health 1 0 2  6 - 1 2  - 10 
PHYSICAL AND M ENTAL ILLNESS II #202 A continuation of Physical and Mental 
Illness I #20 1 .  This course is designed to present to the students the 
knowledge and experiences necessary for giving nursing care to patients 
who have conditions which interfere with physical and emotional needs for 
the body' s defense against illness and disease , respiratory, rena l ,  repro­
ductive and endocrine function , locomotion and group protection . The study 
of nutrition, drug therapy and fluid and electrolyte balance is continued. 
6 - 1 2  - 1 0  
FUNDAMENTALS OF SPEECH #103 Thi s course surveys the fundamentals of 
effective speaking . Emphasis is  placed upon personal adjustment to the 
speaking situation . 3 - 0 - 3 
PROFESSIONAL ADTU STMENTS II 3204 1his course is designed to study modern 
nursing and current trend s .  The lega l ,  moral and ethical aspects of nursing 
will be further developed in relation to the changing role from student to 
technical nurse.  Career opportunities in the various health agencies will 
be explored. 1 - 0 - 1 
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NURSING 
Advisory Committee 
Sister Mary Miranda 
S t .  Mary• s Hospital 
400 North Pleasant 
Qentralia , Illinois 62801 
532-6 7 3 1  
Mrs. Helen Mutter 
Director of Nursing 
St.  Mary's Hospital 
400 North Pleasant 
Centralia, Illinois 62801  
5 32-67 3 1  
Sister Joanne 
Good Samaritan Hospital 
605 North Twelfth Street 
Mt. Vernon ; Illinois 62864 
242-4600 
Sister Henrietta 
Director of Nursing 
Good Samaritan Hospital 
605 North Twelfth Street 
M t .  Vernon, Illinois 62864 
242-4600 
Mrs .  Edith Jacke 
Acting Chief Nurse 
Mrs .  Cele Tschannen 
Director of Nursing 
St. Joseph's/Clinton County Hospital 
Brees e ,  Illinois 6 2 2 3 0  
526-4 5 1 1  
Dr. Mina Edelman 
Radiologist 
St. Mary• s Hospital 
400 North Pleasant 
Centralia , Illinois 6 2 8 0 1  
5 32-6731  
Dr. Carmen Sosa 
Germantown , Illinois 6 2 24 5 
5 2 3 -4 5 32 
M s .  Harriet Lowe 
Fayette County Hospital 
Vandalia , Illinois 624 7 1  
Sister Mary Anthony 
St.  Joseph's/Clinton County Hospital 
Brees e ,  Illinois 6 2 2 3 0  
526-4 5 1 1  
Mrs . Lorraine Kohler , Director 
Warren G .  Murray C hildren 1 s 
Centralia , Illinois 62801  
532- 1 8 1 1  
Center Mrs . Shirley Lampe , Instructor 
Mrs . Bertie Morton 
County Nurse 
Marion County Tuberculosis Board 
608 East Main Street 
Salem , Illinois 6 2 8 8 1  
Mrs . Mary Dunning , Instructor 
Mrs . Rita Bodem , Assistant Instructor 
Miss Joan Bonvie , A s s istant Instructor 
Mrs . LaVaughn Watson, Instructor 
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Mrs. Margaret Wilkin 
School Nurse 
Mrs . Janice Wiegman, As sistant Instructor 
Clinton County Nurses Office 
Carlyle , Illinois 6 2 2 3 1  
594-2723 
M i s s  Norma Wrigh t ,  Assistant Instructor 
Sister Delores Wagner , Instructor 
Mrs . Susan Smothers , Assistant Instructor 
Meeting Schedule: 
Called as needed 
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OPERATING ROOM TECHNOLOGY 
.General Program Objectives: 
l .  to learn the fundamental concepts and principles related to 
patient care in the operating room 
2 .  to a ssist the anesethist, surgeion and registered professional 
nurse in complex operative techniques 
3 .  to learn procedures which relate to supervised practice in the 
central service department of the hospital 
4 .  to have empathy for the patient' s physical, menta l ,  emotional 
and spiritual needs 
5 .  to qualify for and find employment as a c ertified operating room 
technologist 
86 
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O PERATING ROOM TECHNOLO'.�;y 
ANATOMY AND PHYSIOLOGY #121  A study of cell structure and physiology 
followe.d by a comprehensive anatomical (both micro and macroscopic) 
and physiological study of the following systems: integumentary , diges­
tive , urinary , reproductive and endocrine. Restricted to students in 
allied health field . 2 - 2 - 3 
TECHNICAL REPORT WRITING #1 37 Practice in the techniques of gathering , 
organizing , and presenting technical information by v.rri ting technical 
reports based on problems in the s tudent's curriculum . 3 - 0 - 3 
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O PERATING ROOM TECHNOLOGY I tf190 Foundation preparation in the concepts 
and principles rela ted to care of the patient in the operating room with em­
phasis given to measures neces sary to support life and promote health . The 
vocational and legal responsibilities of the surgical technician in practice 
are stressed. Related clinical laboratory experiences will include super­
vised practice i n  the hospital in the area of the central service department , 
emergency room , and minor operating roo m .  Prerequisite: Admission to the 
Operating Room Technology Progra m .  4 - 1 6  - 1 0  
ANATOMY AND PHYSIOLOGY tH 2 2  A continualion of Anatomy and Physiology 
1 2 1 . A comprehensive anatomical (both micro and macroscopic) and physi­
ological study of the following systems: skelta l ,  muscular, nervous and 
sensory, circulatory and respiratory. Restricted to students in allied health 
field . Prerequisite : Anatomy and Physiology 1 2 1  2 - 2 - 3 
PSYCHOLOGY #1 0 1  A general introduc tory course which seeks to understand 
human bt:havior , study units include topics a s  intelligence , motivation , 
emotions , frust1ations , mental health , senses , attention, preception ,  
learning, forgetting and thinking. 3 - 0 - 3 
OPERATING ROOM TECHNOLOGY II #1 95 Advanced study of the concept s ,  prin­
ciple s ,  and techniques of Operating Room Technology with empha sis given to 
assisting the anesethist, surgeons , and registered professional nurse in com­
plex operative techniques .  Continuing emphasis on the legal role of the 
surgical technician . Clinical analysis of the patient' s physical, menta l ,  
emotiona l ,  ar1d spiritual needs is stressed . 4 - l G - 1 0  
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OPERATING ROOM TECHNOLOGY 
Advisory Committee 
Dr. Edward Step;1ens III 
1 2 6  S .  Lincoln 
Centralia , Illinois 6 2 8 0 1  
Dr. H .  E .  Snow 
4 1 8  Sou th Poplar 
Centralia , Illinois 6 2 8 0 1  
Mrs . Helen Mutter 
S t .  Mary' s Hospital 
400 North Pleasant 
Centralia , Illinois 6 2 8 0 1  
Sister Providence 
S t .  Mary's Hospital 
400 North Pleasant 
Centralia, Illinois 6 2 8 0 1  
Sister Miranda 
St.  Mary ' s  Hospital 
4 00 North Pleasant 
Centralia , Illinois 6 2 8 0 1  
Mrs. Mary Elliston 
3 2 3  North Sycamore 
Centralia , Illinois 6 2 8 0 1  
Mrs .  Ruby Ryan, Ins tructor 
Mrs . Polly Hopk ins ,  Instructor 
Meeting Schedule: 
Called a s  needed 
8 8  
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WELDING 
General Program Objective s :  
1 .  to teach the basic skills which are required to become a skilled 
welder in one or more specific welding areas 
2 .  to develop general procedures and specific techniques in coping 
with unusual problems 
3 .  to develop the ability to put welding skills to practical use 
4 .  to continually practice welding skills , to develop new technique s ,  
and to seek up-dated training in the technology of Welding 
5 .  to teach welding so the student can learn the techniques nec­
essary to obtain a job as a professional welder 
89 
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WELDING TECHNOLOGY 
TECHNICAL REPORT WRITING #1 3 7  Practice in the techniques of gathering, 
organizing , and presenting technica 1 information by writing technical 
reports based on problems in the student's curriculu m . Prerequisite: 
none 3 - 0 - 3 
MECHANICAL DRAFTING I #1 4 0  This i s  a n  integrated course involving free­
hand drnwin g ,  orthographic projection , theory pictorial drawing, basic 
dimensionin g ,  a nd working drawings . Theoretical and practical problems 
involving the size, shape and/or relative positions of common geometric 
magnitures such a s  points ,  lines, plane s ,  and vectors , will also be 
covere d .  1 - 6 - 4 
GAS WELDING, BRAZIN G ,  SOLDERING & C UTTING PROCESSES # 1 8 1  This course 
i s  designed to cover the complete processes of oxyacetylene welding . 
Included will be the set-up of equipmen t ,  lighting and adjusting the torch , 
manipulation of the torch in cutting and welding , and the characteri stics 
of the .different metals and a lloys in regard to the welding proces s .  
2 - 6 - 5 
BASIC ELECTRIC ARC WELDING PHOCESSES # 1 8 2  This cc··· se is designed to 
teach the student the basic fundamentals of arc welding . The s tudy will 
concentrate on the set-up of work and adjustment of the welder, striking 
and maintaining the arc , learning to weld the different joints: butt weld , 
lap weld , fillet weld , etc . ,  and the testing for the s trength of the weld . 
Incluued will be procedures on the MIG and TIG welding processes . 
2 - 6 - 5 
BUSINESS O HGANIZATION AND MANAGEMENT #1 2 7  A course which considers 
organization in busine s s ,  business procedures , responsibilities , and 
techniques .  Emphasis i s  directed to utilization of data proce ssing equip­
ment. Consideration i s  given to executive training in the organization 
and management of busine s s . 3 - 0 - 3 
MACHINE BLUEPRINT READING #153 lrn introduction to the gra phic language 
through the interpretation of various graphic re pre sen ta tion , symbol s ,  
and specifications are found on working drawings for the m achine indus­
tries .  1 - 0 - 1 
BLUI: PRINT l'{EADING 4H !:JO This cournc i s  designed to familiarize students 
with the drawings necessary in building and installations as they apply 
to the buHding trade s .  The area of study will include interpreting the 
work to be done from a blue print. 1 - 2 - 2 
9 0  
1 4 5  
ALL POSITIONS ELECTRIC ARC WELDING PROCESSES #184 I n  this course ,  
: 
the students will learn to weld in many different positions as they 
would be reqll!red to do in industry. Empha sis will be placed upon the 
ma stery of the different positions .  2 - 6 - 5 
CODE ARC WELDING OF PRESSURE VESSELS AND EXOTIC METALS #185 This 
course is designed to permit the students to gain experience in the weld­
ing of pipe, cast iron , steel and many of the nonferrous metals . It also 
acquaints the student with Welding Codes or the latest release: Ameri­
can Welding Society Standard Qualifications Procedure . 2 - 6 - 5 
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0 H s 0 .. c 0 • v 0 
c 
il �  :;� 
0 c  o >  z I >  o • o :::��  � � :  �:: > = � :> 2 : �  �g�  
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:� L• ! C:\L n l LL I :\! G  " " C C L L !:: C T I  NS 2;'.9  
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I 
>1 fASUR I N G  flJO L S  � Di� IL l t i'i G 1 1 7  
T i:: C Hr.JI C ti l M.�T H  1 1  t) 
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I '" C R  E: r.. I T C ' 1  U'< S E S  
2 3 4 5 6 7 8 9 1 0  
T V  t> t: : s> '  l $ l - :S l ..=.  C. < '°" L> A 1 4.  V � L •"\ -
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! o  I • "' > �  .. ..  " c ,.  � o i  I " � o  3 ... � c.a. L 0 3 
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OF STUOENTS 
CLAIMEO 
AS 
0 s 
" 0 ., 
I 
I I 
c 
> -'  > J J "" -' c o > z  � '? � 0  
c. ""'  v � ""  � ;  .. < 'S  I � *  i � -*  c ..I ... c � • c ... ! � � �� ! 
1-J 
2-f 
1 -i 
1-/ 
1 -1 
I "  i l I 
1-1 
2-P 
1-·� 
1- i:. 
1- J  
I 
1-� ' -A · i • I 
I i -.i 19 
xx� X X }(  
I 
I 
I 1-�1-� 
I i -1 1 - d  
1-� t -4 I 
I 1-t.9 
2 -�2 - q  
1 -t 1-t 
1-� i-4 
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School Name KASKASKJA COI.LEGE 
SECTION F - F I NANCIAL 
TENTATIVE OUOGET FOR OCCUPATIONAL EDUCATION 
Estimated Cost� of Proposed OccupationaJ Programs 
===========--· ----- --- -· -
Eh'n"lentary�-Sccondary or Unit District 
- - Post Secondary District or Institution 
Elemont.lfy A� District Aroo Voe. 
� lcontor 
\ 380 , 000 Adminiitretive Cotts -· Teaching Salaries ; 
lmtructlonol Costs Administration Costs ZZ.SQQ ' 
Htl'lhh Services Non-Administrative Overhced 200,000 
Operetion of Phys. Plant Operation and Plant Costl 100,000 
. Repoir & Mai�tenenc:e · --- ·- Departmental Support 1 32t000 
Fixed Ctierges C-Ontroctcd Services 
�t��� Supplies end Materials Equipment Costs Travel 
Capital Outlay J5.QQQ 
Other Char!)Cahle Cqsu 
Total CO$ts of Proposed ·· -- Total Cost of Proposed Progrnms $ 8 39,500 -
Oa:upotionel Pro"'&m 
Jotat Unlts of Credit Total Credit Houl'l to be Eurned in Occupations� 1 3i000 to Be Earned In Occ. Pro.om · · - -
Program 
Total O.E. Cost 
Total Units of 0. E. Credit 
Total Cost 
Totol Credit Hours $ 64 . 57 
Per Credit C�t Per Cr. Hr. Cost 
Total Education Fund Bud(let $2,050.000 
Estimated Rr.vonue for Occupationol Education Progroms 
:.c:;::================ · · �===================-================================================
Elementary, Secondary, ond Unit 01stricts 
Fees 
Occupational Roimbursement from State 
Other Federal Funck 
Paymonts from Other Districts 
Local Revenue 
T0TAL 
Estimotcd Cost Should 
Equal Estimated Revenue 
Post Secondary District or Institution 
Tuition 78,000 
Fees 17 ,500 
Occupational Reimbursement 
from State 
100.000 
Other Federal Funds 
Payments from Other Districts 1 5  , 0 0 0 
o�� 325,000 
Local Tox Revenue 304.000 
TOTAL 8 39, 500 
94 
_ _J Total St1,;dents 
_La>t Year 
This Y!?�' 
11:.?xt Year 
SECTIO,.J G - SUM�1lARY 
TABLE I 
TOTAL u�mUPLICATcO ENROLLMENTS IN REIMSURGABLE OCCUPATIO��AL PROGRAMS 
(Applicant District lnc:l�qi_n�imict Pri'.:a!! and P;orochial Served) 
-
ELE;\IENTARY 
-
Students 
in 
Voe. Eg. 
ScCOND�.R Y_(creJit! I POST.SECONDARY (credit) 
Total Students Total 
Students in Students 
• voe . Ed. 
2239 
. 2287 
2175 
TABLE II 
CCCUPATIONAL EuUC.4rlC."I PEfrl3"Q;'lltl!:L 
Students 
in 
Voe. Ed. · 
742 
7S9 
825 
-
Table I · -- ·- .
-
NON.CREOIT 
Total Students 
Student' in Voe. 
end Tec h . Ed . -
I 1600 1 1 35 
l 67 s 1 150 
1 77 5  l?RS 
LIST CCCUPA ilO?lA!.. AD�;:INi3".'R>.TC::!S, INST;�U-.::TC�S ei GUlOM.;cE p;:�::;oN,·.;�t. (ll'.i-:LU'.)E PAR7-Tl�lc & fl.ARK •,·::-iH Ml ASTER IS:<) 
I 
I 
NAME 
' . Robert Barter 
'2. Dale Bassett 
3. Ora Black 
4. Richard Blumenstock 
5. · Rita Bldem 
s. Virgil I .  Bolerjack 
7. Joan Bonvie 
8. Nancy Darling 
9. Marv Dunnina 
10. H .  Tav Flanders 
1 1 .  Louis Kalert 
12. Lorraine Kohler 
.SO::::IAL 
SECURITY NO. 
498-44-3978 
352-30-3244 
3 1 8- 1 6 - 1402 
3 28-40-0334 
336-42-0294 
326-2 2-4490 
358-42-6707 
350-24-8885 
353-36-2319 
358-34-7105  
326-38-2368 
350-44-3 120  
ASSIGNMENT-APPROVcD OCCUPATI ONAL COURSE 
TITLES TAUGHT 
Ag . Business 
Executive Secretarial 
Auto Mechanics 
Auto Mechanics 
Nursing (RN) 
Dean of Instruction 
Nurs ina (RN) 
Dental Assis ting 
Nurs ina (RN) .. 
Electronics 
Machine Shoo 
· J _Dir�9tQr:. _q_f _i':Jursing jRN) - -- -- ·· - --
TYPE OF 
CE RTIF ICATE 
M . S .  
M . S .  
Certified Mech. 
B . S .  
� 
B . S .  
A . M .  - M.S . � 
·� 
-
B . S .  
" 
DOES NOT MEET 
MINIM\.JM 
REOUI R Ei\.1ENTS 
OF BU LLETIN 4 
Yes 
-
Yes 
Yes 
· Yes 
Yes 
Yes 
. 
Yes 
I ..... 
-..J 
..... .1 
I 
I 
Cert. Dental A s s  • Yes 
.. 
M . S .  Yes 
B . S .  Yes 
S . S .  Yes 
.. - . --··_M . s_.__ Ye.s _ ···-
TABLI! II f . 
. ..... 
NAME SOCIAL ASSIGNMENT- -APPROVED OCCUPATIONAL COURSE 
SECURITY NO. TITLES TAUGHT 
1J. Shirley Lamoe 307-30-8476 Nursing (RN) 
14 . Fred McKane 498-01-9832 Business Data Processing . 
1s. D .  Rennie Minton 498-40-9739 dccupational Guidance Coordinator 
� 
16 E. Ray Searby 342-1 2-4583 President 
11. Connie Smudrick 355-42-1023 Executive Secretarial 
18. Thomas Walsh 3 1 6-46-0287 Draft in a 
t9. Sister 'Nagner 399-18-9490 I Nursina (RN) 
zo. LaVauahn \Va tsoi1 400-58-6386 I Nursina (RN) I 
I 
21.  Tanice Wieom2n 325-46-10 1 6  Nursing (RN) 
22. Betty \Vilkerson 326-38-2698 Cosmetoloav 
n. Norma Wriaht 407-2 2- 1 8 1 8  Nurs ina (RN) 
2�. Richard Yandel! 333-30-6730 As sistant Dean-Occupa tional Education 
25. 
26. 
27. 
28. 
29. . 
30. 
31.  
32 
TYPE OF 
CERTIFICATE. 
M. S .  
B . S .  
M . S .  
Ed . D .  
R S. 
M . S .  
M . S .  
M . S .  
B . S .  
Tea china Cert. 
M .  S .  
M . S .  .. 
' 
... 
-
" 
OOES NOT MEET 
MINIMUM 
REOUI RcMENTS 
OF BULLETIN 4 
Yes 
Yes 
Yes 
Yes 
Ve� 
Yes 
Yes 
Yes I 
I 
Yes I 
Yes I 
Yes 
Yes 
. 
-
..... 
'-1 
"' 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
+: 
* 
NAMc 
�harlotte 13axter 
14. vVa llace A .  Bof)hne 
1s.  Maril vn Brookmor. 
15. 1Navne Diekem_pe:-
11. Pollv Honk!.ns 
I 
;a. Gale Nottmever 
19. Diane Overton 
20 Rober: Parker r 12; . C !i.arles ?err1• 
l 22. Pegov Ridder 
23 Ruby Rvan 
24. Les ter Se o el hors t 
2s. Mona Seaelhors � 
2s. Harold Smith 
21. Susan Smothers 
28. 
29. 
JO. 
31. 
32. 
-
. 
SOCIAL 
SECURITY NO. 
' 3 2 8- 3 6 - 7 5 8 6  
3 4 0 - 2 8 - 6 6 5 4  
3 2 1 - 32 - 8 7 9 4  
I I 34 1 -4 2 - 2 6 8 6  I 
I 3 32 - 2 8 - 1 0 2 1  I 
I 3 4 8 -4 2 - 1 2 3 1  I i 
_l 340- 3 6 - 8 7 6 4  I I 5 0 0 - 0 1 - 1 8 9 8  I 
3 4 4 - 3 4 -9 7 7 9  
4 8 6 -4 6 - 1 3 7 2  I -
346-20-9 � 2 1  
3 2 1 - 32 -0 2 8 7  
3 5 2 -50-480G 
3 2 3- 3 6 - 8 0 8 1  I 
0 9 7 -4 0- 6 1 2 3  
TAOL.• I t  Cc:Or'tt.) 
ASSIGNMENT· -APPROVED OCCUPATl'.JN/\L COURSE TYPE OF 
TITLES TAUGHT CERTIFICATE 
Executive S ecre tar ia l i\Jf s 
Auto Mechanics - Weldino None 
. 
Exe cu ti ve Secretarial B . S . 
.. I Cer t. Welder Welding 
Ogeratinci Room Technoloqv R N 
Auto and Electronics I A . A . S .  
Exe cu ti ve Secretaria 1 M . S .  
Electronics Cert. Electrician 
Electronics Cert. Electrician 
Data Processinq - �1athematics B . S .  
Operating Room Technology R . N .  
Auto Mechanics None "' 
Executive Secretarial A . A . S .  
Machine S ho):) None .... 
4 
Nurs inq (RN) # B . S .  , 
-
OOES NOT MEET 
MINIMUM 
REOUIRE.'.1ENTS 
OF BULLETIN 4 
Ves 
Yes 
Yes 
Yes 
Voe:. -
Yes 
Yes 
Yes 
' Yes I i 
Yes I I 
Yes 
Yes l 
Yes 
Yes 
. 
Yes 
_. 
...... 
..J 
w 
(,D 
'.J 
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SUBMIT BOTH COPIES WITH THE PLAN School N11me K a s k a s k ia 
District Number 5 0 1  
SECTION H 
This is to acknowledge that the attached proposal for Occupational Education is designed to meet the needs of our 
students and community and has bet:'n rr.viewed and approved by the Governing Board. 
Francis Lutz E .  Ray Searby 
Bolrd Officer ISign1tvrol Local Chief School Officer (Sig�etvrel 
Chairman, Board of Trustees President 
Position Title 
1976 1976 
Dett De ta 
FOR PUBLIC SCHOOL USE ONl Y 
This is to ecknowledoe the receipt of the local Occupational Education Plan and transmittal of same to the Board of 
·Vocational Education and Rehabilitation, Division of Vocational and Technical Education, 1035 Outer Park Drive, 
Springfield, Illinois 62706. . • 
Superintendent of Educational Service Region ISignetvrel 
Date County 
FOR JUNIOR COLLEGE USE ONL V 
This is to acknowledge the receipt of the local Occupational Education Pl<ln and transmittal of same to the Board of 
· Vocational Education and Rehabilitation, Oivision of Vocational and Technical Ecfue<ition, 1035 Outer Park Drive, 
Springfield, Illinois 62706. 
JuniQr Collcgo Board Aepre�ntetive !Signature) 
- �  
Dell Position 
FOR STAH: OfFICE USE ONLY 
APPROVAL 
Approved __ �-�--���----
Conditional Approval ________ _ 
Not Approved------------
DATE Director, Division of Vocetionel and Technical Education 
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SUBMIT BOTH COPIES WITH THE PLAN School Name Kaskaskia 
SECTION H 
District Number 5 0 1 
This is to acknowledge that the attached proposal for Occupational Education is designed to meet the needs of our 
students and community and has been reviewed and approved by the Governing Board. 
' 
Francis Lutz E ;  Ray Searby 
Board Offlatl' !Signature) locel Chief School Officer (Signature) 
Chairman , Board of Trustees President 
Position Title 
1976 1 9 7 6  
Datt Date 
FOR PUBLIC SCHOOL USE ONLY 
This is to acknowledge the receipt of the local Occupational Education Plan and transmittal of same to the Board of 
Vocational Education and Rehabilitation, Division of Vocati11nal and Technical Education, 1035 Outer Park Drive, 
Springfield, Illinois 62706. . 
Superintendent of Educational Service Region ISignaturel 
Date County 
FOR JUNIOR COLLEGE USE ONLY 
This is to acknowledge the receipt of the local Occupational Education Plan and transmittal of same to the Board of 
· Vocational Education and Rehabilitation, Division of Vocational and Technical Education, 1035 Outer Park Drive, 
Springfield, I llinois 62700. 
.Jy_nior Colluge Bo!lrd Repre1entative ISignaturef 
Dato Position 
FOR STATE OFFICE; USc Of.JLY 
APPROVAL 
Approved ____________ _ 
Conditional Approval ________ _ 
Not Approved-----------
DATE Director, Division of Vor.ational end Technical Education 
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A JOINT AGREEMENT FOR EDUCATION COOPERATION 
BETWEEN 
BELLEVILLE AREA COLLEGE , District '#522 
and 
KASKASKIA COLLEGE , District # 5 0 1  
This agreement made this __ 1_3_th __ day of December , 1 9 7 3  and 
entered into between the Bourd of Trustees and �Chief Administrative Officer 
of BELLEVILLE AREA COLLEGE , District i52 2 ,  Counties of St. Clair, Madison, 
Monroe , and Wa shington, and State of Illinoi s ,  hereinafter referred to as 
" BELLEVILLE AREA CG LI.EGE ,  District .ff: S2 2 " ,  and the Board of Trustees and 
Chief Administrative Officer of Junior College District tf5 0 1 , Counties of 
Marion, Clinton, Jefferson , Bond , Fayette , and Wa s hington,  State of Illinois , 
hereinafter referred to as "KASKASKIA COLLEGE , District #50 l '' . For the purpose 
of this agreement, the Di s trict of the students residence will be referred to as 
"The Sending District" ar.d the college providing the educational program will 
be referred to as "The Receiving Dislricl " .  
I .  PURPOSE 
. 
It is the desire of the Districts en tering into this agreement to expand 
educational services to the greatest number of students . This agreement is one 
of the significant me .. rns of implcmcntins the StRte of Illinois Master Plan-Phase 
III by accomplishing a feasible method of cooperation between two junior college 
district s .  
BELLCVILLE ARf:/\ COT.LEGE , District #522 agrees to accept students from 
1 0 0  
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KASKASKIA COLLEGE , District # 5 0 1 , in the following programs: 
Degree or 
Name of Program Certificate 
Aviation Pilot Training 
Aviatibn Maintenance Technology 
Airline Stewardess 
Medica l As sis tan ts Program 
Medical Laboratory Technician 
Physical Therapy /\s s istant 
Respiratory Therap)( Technician 
A .  A .  S • Degree 
A • A .  S • Degree · 
Certificate & 
A . A . S .  Degree · 
A . A . S .  Degree 
A . A .  S .  Degree 
A . A . S .  Degree 
Certificate 
KASKASKIA COLLEGE ,  District #50 l , agrees to accept students from 
BELLEVILLE AREA COLLEGE , District #522 , in the following programs: 
Degree or 
Name of Program Certificate 
Automotive Technology 
Auto Body 
Cosmetology 
Dental Ass isting 
I I I .  STUDI:NT ENROLLMENT J\ND RESPONSIDILfTY 
Certificate & 
A .  A .  S .  Degree 
Certif !ca te 
Certificate & 
A .  A .  S . Degree 
Certificate 
Students wishing to pursue Cl progrnm contained in this agreement may 
enroll in the Colleqc offeri ng the program .  The student will  pay tuition , fee s ,  
. and any other charges applicable to that district' s  students . The student from 
the Sending District will <l ssumc the same responsibilities and comply with the 
same rules and regulations as in-district students of the Receiving District. 
1 0 1  
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IV.  DISTRICT'S RESPONSIBILITY 
The district receiving the student will provide the same services as are 
customarily furnished a l l  other st�dents of the Receiving District. The 
Receiving District will maintain the official records which includes students 
transcript. The records and transcript will clearly identify the fact that 
the student attended under the terms of the Cooperative Joint Agreement. The 
Receiving Dis trict will award any certificate 01 degree earned by the student. 
V. FINANCE 
The Receiving District shall claim apportionment and all other State and 
Federal reimburs�ment normally received for a student of its d i s trict. 
The college who teaches a particular course shall count all students 
enrolled in that course as .part of its own enrollments . However , the IJCB 
Management .Information System may develop a procGdure in the future which 
identifies such group enrollments in order to eliminate duplicate counting in 
state tota l s .  
The college offering the course snall claim a l l  state funding for flat 
rate apportionment grants and for supplemental vocational-technical grants 
a s  available. However , the coll�ge providing the local tax support for the 
student in cooperative progrums shall claim the equalization funding. 
The Sending District will not pay c!1"1rge-back to the Receiving School .  
If a s tudent from the Scndinq District enrolls in the Receiving District in a 
program abO\'':? Jis ted and if the student thereafter changes his program to 
pursue a degree or a ccrtific<ltc in a prograr.1 not included a bove , this 
agreement shall  cease to be in effect concerning that student. 
102 
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VI. CATALOG 
The Sending District will list the educational program and the ·courses 
contained in the Rec8iving Colleges program in its college catalog or catalogs . 
It is understood that all program s  listed in the Cooperative Agreement have 
I 
been approved by the Il linois Junior College Board and the Board of Higher 
Education for the designated college and is included in the s tatewide listings 
of inventories of approved programs� 
VII.  REVIEW OF AGREEMENT 
This agreement will be reviewed annually during the month of January to 
' 
make any revisions , additions or deletions ·:::>f programs or changes within a · 
program . 
VIII . TERMINATION 
This agreement shall be terminated at any time by either BELLEVILLE AREA 
COLLE G E ,  Dis trict #52 2 ,  or KASKASKIA COLLEGE , District #SO 1 .  In the event 
of such termination , students who have entered the educational program shall 
be a llowed to complete the program under the terms of this agreement. 
The following responsible persons co:nmit the aforementioned agencies to 
this joint agreement. 
l3F:LLEVIJ.LE AREA COLLE G E ,  District #52 2 
-- --·--�-
Pre s itl�nt 
:2 , . _)r . .. ? :/ 
(Date) 
1 03 
Ch<�irr.ran , Board of T.rui;; tees (Date1 
..,/., ,.,/?t-: .,_ "(. I .· 
180 
Se�retary , Board o f  Trustees 
KASKASKIA COLLEGE 1istJ/ict #501 
President 
ecretary , 'Board of Trustees 
104 
- _:E:l...�0/74/ \Date) 
- {0Jf5 Date 
1 ;,;;-;3-13 
· {Date) 
{� -;__� -l�J' 
Date 
1 8 1  
A JOINT AGREEMENT FOR EDUCATION COOPERATION 
IN 
CONSTRUCTION MANAGEMENT TECHNOLOGY 
This Cooperative Agreement made
. 
this ,j tl·day of /�l.· ,. _L,.,_/· 
105 
, 19fe_, i s  hereby jointly entered into between the c olleges herein listed , but 
confined to those s igning this Agreement. College Districts are: 
Belleville Area College, District #5 22 
Illinois Eastern Community Colleges , District #529 
John A. Logan , District #5 30 
Kaskaskia Community College , District #501 
Lewis and Clark College, District #536 
Rend Lake College, District #521 
Shawnee College , District #531 
Southea stern Illinois College , District #533 
State Community College , District #60 1  
For the purpose of this Agreement, the district of the student' s residence 
will be referred to as "The Sending District"; and the college providing the 
educational program will be referred to a s  " The Receiving District" . 
I .  Purpose 
It is the desire of the districts entering into this Agreement to expand edu-
catiqnal services to the greatest number of students . This Agreement is one of 
the significant means of implementing the State of Illinois Master Plan - Phase 
III by accomplishing a feasib'le method of cooperating between Community College 
Districts . 
The Construction Indus try has long been a l�uder of the economy in terms 
of siz e ,  growth , complexity and talent employed . Education for this diversely 
technical , entrepreneurial and profes sional field has only recently been unified 
and brought to operation status a s  a separate and independent discipline. 
1 
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The central purpose of the Construction Management Technology Program 
i s  to upgrade those already employed in the Cons truction Indu stry and to pre-
pare students not yet employed for positions of functional responsibility in 
leadership in the field at various management levels . Toward these ends the 
Construction Management Technology Program has developed from fundamental 
architectural ,  busine s s ,  construction and engineering curricula , with a council 
of advisory groups representing all segments of the Construction Industry, to 
insure a balanced understanding of the philosophic , technical and professional 
standards which distinguish modern-day constructors and builders . 
II.  Specific Programs to be Offered Cooperatively 
Because of the probable mobility of the prospective students , each district 
may offer both o n  in-service certificate and a n  As sociate Degree in pre-service 
Construction Management Technology . The core courses for these programs are: 
Construction Blueprints , 3 semester hours or equivalent 
1 06 
Cons tructi.on Materials and Methods I ,  3 semes ter hours or equivalent 
Construction Materials and Methods II , 3 semester hours or equivalent 
Cons truction Estimoting , 3 seme ster hours or equivalent 
Construction Surveying, 3 semester hours or equivalent 
Construction Electives , 3 semester hours or equivalent 
Internship, 1 2 - 1 6  semester hours or equivalent 
Colleges wishing to offer an Associate Degree in Construction Management 
. 
Technology may include the requirements for a n  A ssociate Degree at  their insti-
tu ti on in addi tlon to the core courses enumerated above . Related courses such 
a s :  Record-Keeping or Accounting , Data Processipg, Personnel Management, 
Occupa.tional Safoty and HealU1 , and Fundamentals of Labor Relations are recom-
mended to be included for the Associate Degree .  
III . Student Enrollment and Hes pons ibili ty 
2 
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Students wishing to pursue the program contained in this Agreement may 
enroll in a college offering the program. The student will pay tuition, fee s ,  
and any other charges applicable to the district' s student s .  The student from 
the Sending District will assume the same responsibilities and comply by the 
same rule s and regulations a s  in-district students of the Receiving District. 
IV. District' s ResE_onsibility 
The district receiving the s tudent will provide the same services a s  are 
1 0 7  
customarily furnished all other students o f  the Receiving Distric t .  The Receiving 
District will maintain the official records which include s tudent' s transcripts . 
The records and transcript will clearly identify the fact that the student attended 
under the terms of the Cooperative l\greement. The Receiving District may award 
a c ertificate or degree earned by the student, or the student may elect to receive i t  
from the college of his choice provided he meets the di stricts requirements for 
graduation. The Receiving District will accept credit earned in this program from 
any other cooperating districts named in this Agreement . The Receiving District 
will notify the Sending District of the name , address , social security number, 
and credit hours generated by each student attending the institution under this 
Agreement . 
V .  Finance 
The college offering the course shall claim .c-i ll state funds for Flat Rate Ap-
portionment Grants and for Supplemental Vocational-Technical Grants a s  available . 
However, the college providing the local tax support for the student in these 
Cooperative Programs shall claim the equalization funding. 
3 
184 
The college which teaches a particular course shall count all students 
enrolled in that course 
'
a s  part of its own enrollments . However, the ICCB 
Management Information System may develop a procedure in the future which 
identifies such group enrollments in order to eliminate duplicate countings in 
'state total s .  
The Sending District will not pay Charge-back to the Receiving District. 
108 
If a student from the Sending District enrolls i n  the Receiving District i n  a pro­
gram other than Construction Management Technology, this Agreement shall cease 
to be in effect concerning that student. Students enrolled in Construction Man­
·agement Technology from a district other than ones included in this Agreement 
shall be su.bject to out-of-district charge-back . 
VI. Catalog 
Each college identified in this Agreement will list the Construction Manage­
nent Technology programs and the courses contained in the programs in its college 
catalog or catalog s .  This catalog listing will also include the names o f  all 
colleges included in this Agreement. It is understood that the programs listed 
in this Cooperative Educational Agreement have been approved by the Illinois 
Community College 13oard and .the Board of Higher Education for the designated 
colleges and is included in the statewide listings of inventories of approved 
progra m s .  
VII. Review of Agreement 
This Agreement will be reviewed annually during the month of January to 
make any revisions ,  additions or deletions of programs or changes within a 
program . 
4 
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VIII. Termination 
This Agreement shall be terminated at any time by any of the cooperating 
institutions without dissolving the Cooperative Agreement between the remaining 
cooperative institutions .  In the event of such termination , students from a 
participating institution shall be allowed to complete the pr.ogram under the 
terms of this Agreement. 
5 
1 1 0  
The following responsible persons commi t  the aforementioned agencies 
to this joint agreement . 
KASKASKIA COMMUN1ITY COI.LRGF. . DISTRICT # 501 
Chairman, Board of Trustees 
'Secretary, CBoard of Trustees 
I . V'/'7 c.f 
,. )( 
,./4 - /-?-· ,. 7 . , --;:./ c? 
Date 
J. 0 I 
K.asli'.:") � k1 ,::;t College 
CONSTRUC110N . . ]EMENT TECHNOLOGY 
Associate In Applied Science Degree 
First Semester 
C M T  1 2 8  
T3LPR 1 9 0  
CMT 1 2 0  
BUS 1 2 7  
Internship or Option* 
Construction Blueprints 
Construction Materials & Methods I 
Record Keeping 
Elective 
Second Semester 
C M T  1 2 9  
C M T  1 2 1  
HLTH 0 9 7  
TECM 1 1 9  
Third Semester 
C M T  
C M T  
SURV 
2 2 8  
2 2 3 . 
222  
Internship or Elective 
Construction Materials & M ethods II 
Occupational Saiety and Health 
Technical Mathematics 
Elective 
Internship or .c.lecti ve 
Con struction Estimating 
Surveying 
Humanities or Social Science 
Elective 
Fourth Semester 
CMT 229 Internship o r  Option* 
BUS 1 2 G  Fundamentals o f  Labor Relations 
POLS 1 0 1  American Government 
HLTH 1 0 1  Heu Ith Education 
TECR 1 3 7  Technical Report Writing 
*Options 
EGR 1 1 1  Graphics 
CMT 2 2 4  Mechanical & Electrical Equipment of Buildings 
13US 1 2 5  Personnel Management 
Recommended Electives 
EGH 1 1 1  Gm phi.cs 
C M T  224 ME�chanical & Electrical Equipment o f  Buildings 
BUS 1 2 5  P0rsonnel Managennent 
ACCT 1 0 1  Accounting 
ARC 1 2 3  Architectural Design 
ARC 2 2 1  Architectural Project 
BUDP 1 1 6  Data Processing 
HLTH 208 Firs t  Aic.1 
MCT 1 2 3  Strength of Materials 
MATH 1 0 1  Md thematics 
1 1 1  
Semester Hours 
4 
2 
3 
4 
3 
1 6  
4 
3 
3 
3 
...1. 
1 6  
4 
3 
3 
3 
4 
1 7  
4 
3 
3 
2 
...1. 
1 5  
3 
3 
3 
3 
3 
3 
3 
4 
5 
3 
2 
4 
3 
BLPR 1 9 0  
CMT 1 2 0  
CMT 1 2 1  
CMT 223 
SURV 222 
CMT 
*Options 
EGR 
Cfy1T 
TECM 
HLTH 
BUS 
BUS 
1 1 1  
224 . 
1 1 9  
0 9 7  
1 2 5  
1 2 6  
1 8 8  
Kaskaskia College 
CONSTRUCTION MANAGEMENT TECHNOLOGY 
Certificate Program 
Blue Print Reading 
Con struction Materials & Methods I 
Construction Materials  & Methods II 
Construction Estim ating 
Surveying 
Elective 
Internships or Options* 
Graphics 
Mechanical & Electrical Equipment in Buildings 
Technical Mathematics * *  
Occupational Safety and Health 
Personnel Management 
Fundamentals of Labor Relations 
Recommended Electives 
EGR 1 1 1  
CMT 2 2 4  
TECM 1 1 9  
HLTH 0 9 7  
BUS 1 2 5  
BUS 1 2 6  
ACCT 1 0 1  
BUDP 1 1 6  
BUS 1 2 7  
Graphics 
Mechanical & Electrical Equipment in Buildings 
Technical Mathematics * *  
Occupational Safety and Health 
Personnel Management 
Fundamentals of Labor Relations 
Accounting 
Data Processing 
Record Keeping 
** Student may substitute an alternate mathematics course 
. . 
1 1 2  
Semester Hours 
2 
3 
3 
3 
3 
3 
1 2  
29 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
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CONSTRUCTION MANAGEMENT TECHNOLOGY 
CONSTRUCTION MATERIALS AND METHODS I #120 Characteri stics and use of 
basic construction materials; introduction to materials specifications . 
3 - 0 - 3 
CONSTRUCTION MATERIALS AND METHODS II #1 2 1  A study of the materials and 
techniques of construction used in structural frames of wood , steel, and 
concrete buildings; also a consideration of foundation and connection 
systems to include fundamentals of concrete technology. 3 - 0 - 3 
BLUE PRINT READING #190 This course is  designed to familiarize students with 
the drawings necessary in building and insta llations a s  they apply to the 
building trades .  The area of study will include interpreting the work to 
be done from a blue print. 2 - 0 - 2 
INTERNSHIP #'s 1 2 8 ,  129 , 2 2 8 ,  2 2 9  These courses are designed to provide ex­
perience in construction management. Each student will be placed with a 
cooperating construction company. The s tudent will be working with ex­
perienced supervJsory personnel on a one-to-one basi s .  The student will 
be reqµired to work a minimum of 320 clock hours per semester . 
0 - 2 0  - 4 
CONSTRUCTION ESTIMATING #223 Material , equipment, and labor estimates 
of construction·projects . 3 - 0 - 3 
MECHANICAL.AND ELECTlUCAL EQUIPMENT OF BUILDINGS #224 Survey of basic 
principles ,  methods , and equipment pertaining to building component sys­
tems related to human health and comfort. Introduces steady state heat 
transfer, psychrometric chart, water sources , building heating systems 
and wiring. 3 - 0 - 3 
CONSTRUCTION SURVEYING #222 Theory and practice of mea surements employing 
surveying equipment. Traversing by transit and stadia method s .  Topo­
graphy, horizonta l,  vertica l ,  spiralled curve s .  Determination of meridian; 
land surveying methods • .  1 - 4 - 3 
1 1 3  
OCCUPATIONAL SAFETY AND HEALTH #097 This course i s  designed to familiarize 
students with the total AccidEmt Prevention Program and Safety Movement. 
Concepts of safety education will be investigated with special emphasis 
placed on obligaUon s ,  responsibilities ,  principles ,  and practices necessary 
in understanding accident prevention . Aimed at  those individuals interested, 
or who have direct responsibilities in the implementation and/or operation of 
an accident prevention program .  3 - 0 - 3 
PERSONNEL MANAGEMENT #1 25 A study of the employer-employee relationship . 
Areas included are job analysi s ,  recruitment and selection, job placement, 
transfer, promotion, and dismissal, grievance handling and discipline, wage 
standards and working conditions , and motivation and morale. 3 - 0 - 3 
1 9 0  
FUNDAMENTALS O F  LABOR RELATIONS #126 A study of current, practical 
problems in employee, union , and government relations .  Major 
topics are: hi story of the labor movement , collective bargaining ,  
grievance procedures ,  arbitration and mediation , a s  well as an 
overview of labor law, contract Writing and interpretation . This 
course iti  designed for those persons with a demonstrated interest 
in labor relations as well a s  those who are directly involved in 
labor relations .  3 - 0 - 3 
1 1 4  
ACCOUNTING FOR SMALL BUSINESSES #1 27 A course designed for the owners 
and employees of small businesses who desire knowledge of the appli­
cation of accounting principles to practical business problems.  The 
complete accounting cyqle is covered ,  including the use of special 
journals , general and subsidiary ledger accounts , worksheets, finan­
cial statements and adjusting and c losing entrie s .  3 - 0 - 3 
1 9 1  1 1 5  
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APPENDIX D 
CONTRACT FOR PROFESS IONAL SERVICES 
1 9 2  
1 9 3  
KASKASKIA COLLEGE 
Comm unity College District #501 
Shattuc Road 
Centralia , IL 62801 
C O N TR A C T  F OR PR O F E S S I O NA L SER VI C E S  
(Faculty) 
It Is Hereby Agreed by and between the Board of Trus tees of Comm unity 
College District #501, Counties of Bond, Clinton, Fa'yette, Jefferson, Madison, 
Marion, Montgomery, St. Clair, and Washington, State of Illinois, and 
shall perform duties as may be required of the faculty for a period of nine 
months in the said District for the academic year beginning on or about 
-------' 19 __ _ for the annual salary of $ (based -------
on of experience credit and academic pre -
(years) · (degree plus semester hours) 
paration) payable in twelve equal installments at the end of each m onth. 
It is Further Agreed that this contract is s ubject to provisions of the 
Public Comm unity College Act and the reasonable and lawful regulations of 
said Board. 
Purs uant to an aJ'e and nay vote taken and recorded at a lawful meeting 
• of said Board held at Centralia, Illinois, on the day of 
------ -----------
1 9  and by order of the said Board, this contract is executed in duplicate 
this _____ day of---------' 1 9  ___ _ 
President Teacher 
NOTE: This contract is not valid unless signed and ·returned to the Office of 
lhe President of Kaskaskia College within fifteen (15) days of the dale 
of the issuance of the contract. 
r. ">rm }}775 
APPENDIX E 
EVALUATION OF CLASSROOM INSTRUCTORS 
1 9 4  
1 9 5  
KASKASKIA COLLEGE 
Junior College District No. 501 
Centralia, Illinois 
REPORT ON EVALUPTION OF CLASSROOM INSTRUCTION * 
' 
Name of Instructor 
Course Evaluated 
Date of Evaluation 
I .. SUBJECT AREAS FOR THE CLASS PERIOD 
II. OBJECTIVES.FOR THE CLASS PERIOD (as establisl:led by the instructor} 
III. INSTRUCTION PLANS, PROCEDURES , AND TECHNIQUES UTILIZED 
* This form to be completed by evaluator and submitted to the Dean of Instruction 
on or before January 13 . 
196 
Report on Evaluation of Classroom Instruction 
IV. MASTERY OF SUBJECT MATTER 
Criteria 
A .  Knowledge and Understanding of Subject 
Matter 
B .  Interest and Enthusiam in Subject Matter 
. 
C .  Breadth of Knowledge and Interests 
D .  Keeps current with developments in his field 
;:mn rel,;qtes tn r.l;:\��room exneriences. 
E .  Evidence of broad culturaJ interests (in addi-
tion tn StthiP-Ct m�tt,:i.r �nol""i�litv) 
Comments: 
� 0 +-' 0 <O 
..... 
Cf.I +:J '° 
ti) 
Pag� 2 
... s:: Q) Q) E u Q) � Q) s:: :> - (1) e 0 .a 'O +-' <O ...... 0. u u :> e '° •.-1 µ:i ..... -...... U) p. 'O ..... 0. U) +-' (1) 
'O <O .cl; +-' ..... Q) U) +-' e (I) s:: 0 ..... :z: p z � 
197 
Report on Evaluation of Classroom Instruction 
V. INSTRUCTIONAL TECHNIQUES 
A .  Suitability and Variety of Approach and 
. M�terials 
B .  Evidence of Preparation for Class 
c .  Organization and Presentation of Classroom 
,_/l'.,.t-o .. i � l� 
D .  Ability to Arouse Student Interest 
E .  Communicative Ability (Speech-Voice-Use of 
P.nn.H �h - �- If I) 
F .  Personality Traits and Appearance 
G .  Degree of Student Interaction and Independent 
Thouaht . . 
(Continued on Page 4) 
Page 3 
� s:: Q) Q) s 0 Q) c Q) i:: > - Q) 
c 8 0 .0 "O � ro ........ 0 0. 0 0 > s ro ........ � � ...... -0 - Cl) 0. "O ro ....... 0. ...... Cl) � Q) Cl) "O ro .:i: � ........ +:1 Q.I Cl) � s ro Q.I s:: 0 ........ 
Cll z :::> z ....:i 
1 9 8  
Report on Evaluation of Classroom Instruction 
V. INSTRUCTIONAL TECHNIQUES (Continued) 
H .  Intellectual Challenge 
I .  Profes sional i n  Classroom 
J.  Skill i n  Guiding the Learning Process 
K. Appropriateness of Assignments 
L. Examinations and Evaluative Techniques 
M .  Use of Resources beyond the textbook; flex-
ibility in teaching methods (Audio-Visual ma-
terials ,  library resources ,  demonstrations , etc ) 
N .  Meets classroom responsibilities for assigned 
time period and maintains adequate grad e ,  atte1 -
dance, and other records as requested and/or 
required . 
Comments: 
� 0 
...... 
0 co 'M (/) .... ...... 
IO 
Cl) 
Page 4 
!: Q) Q) E 0 Q) � Q) c :> _.. Q) 
0 0 .0 'O 
... ...... co .... 0. 0 0 :> E co .... i:.i.:i 'M -
..... (/) 0. 'O .... 0. ti) ...... � Q) 'O IO ...... ..... Q) ti) ...... E Q) s:: 0 .... z :::> z ...:I 
' 
1 9 9  
Report on Evaluation of Classroom Instructor * 
I .  TEACHER - STUDENT RELATIONSHIP 
Criteria 
A • Knowledge of Students 
. 
B .  Leadership and Motivational Ab1lity 
c .  Helpful; Sympathetic, Interested in Students 
D .  Tolerance and Respect For Student Ideas 
E .  Fairness 
F .  Out-of-Class Student Conferences 
(Continued) 
� 0 ...... 
0 
IO ..... 
(/) 
+1 IO 
Cll 
Page 5 
1:: . Q) Q) I s 0 Q) � (1) c > - Q) 0 0 .0 "O � ...... IO ..... 0. 0 0 :> 
E IO ..... � ..... -- (/) 0. "O - 0. (/) ...... ..:(; <l) "O IO ...... -Q) (/) ...... E Q) s::: 0 -z ::> z M 
It . 
* This Form To Be Completed By Evaluator and Submitted To The Dean Of Instruction 
on or before January 13 • 
2 0 0  
Report on Evaluation of Classroom Instructor Page 6 
I I 
I 
I +' c: <I> Q) s 0 <I> � Q) c: � ...... Q) 
� 
0 .c 'O � +" ro ...... 0. 0 0 > 0 s ro ...... µ.:i +' 'M ...... 0 ...... (/) a. 'O ro ...... a. 'M Cl) +' � Q) Cl) 'O ro +" ...... +:l Q) Cl) +' s ro Q) c: 0 ...... 
C/l z � z ...:I 
. . . 
G. Maintains adequate classroom control 
H. Demonstrates Poise and Confidence in the 
f"!l;:icz.., .. . . 
.. 
-·· 
I 
I I I __ I I I I • 
Comments: 
201 
Report on Evaluation of Classroom Instructor 
II. PROFESSIONAL ATTITUDES AND ACTIVITIES 
Criteria 
A .  Professional Growth and Study 
B .  Willing�ess To w·ork With Others 
c .  Departmental and Committee Activity 
D .  Campus and College Activities 
E .  Community Services 
- · 
F .  Dependability 
· - -
(Continued) 
; 
� 0 ..... 0 
IO 
..... (/) 
..... ..... IO 
Cl) 
' 
I I I 
Page 7 
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202 
Report on Evaluation of Classroom Instructor Page 8 
II . PROFESSIONAL ATTITUDE (Continued) 
I ·-
1:: Q) Q) e 0 Q) � Q) s:: :> - Q) 
� 
0 .0 "O s .... '° . ..... 0 0 :> E ro - µ.;i ..... -t-1 ti) 0. "O - 0. ti) .... Q) "O '° o:l; .... ..... 
� Q) Cl) .... e Q) s:: 0 z ::> z ...... i-1 
' 
G .  Willingness to Accept Criticism 
H .  Supportfi College Policies 
.. 
I .  Efficiency (in Classroom , Meetings , Reports) 
0 
· -
Comments: 
2 0 3  
REPORTS AND CERTIFIC/lTION * 
Page 9 
I .  Copies and/or reports of major evaluative instruments for each class must be 
filed with the Director or Department Chairman. (If the same instrument(s) are 
used for multiple sections of a cla s s ,  only one set of instruments is required . )  
• 
ll .  Grade Summary Repcrt of all classes must be filed with the Director or Depart­
ment Chairman. 
III. Certification . 
This is to certify that the " Report on Evaluation of Classroom Instruction" and the 
"Report of Evaluation of Classroom Instructor" ,  completed on the dates of 
Date(s) of Visitation 
by _______________________has been reviewed by the 
Dean, Director , Dep't. Chairman 
Instructor and the evaluator on the date indicated below. (This does not necessarily 
imply agreement to the evaluation by the instructor. Subsequent changes must be 
brought to the attention of the instructor who was evaluated . )  
Signature of Instructor Date 
Signature of Evaluator Date 
* This Form To Be Completed By Evaluator and Submitted To The Dean Of Instruction 
on or before January 13 • 
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